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ECARS WORKBOOK 



INTRODUCTION ^ 

The ECARS Workbook and Training System - AARTOl - have been designed to teach the basic skills for 
working with ECARS - Enterprise Computer Assisted Rental System. Don't be alarmed if what you read 
in this workbook and what you see on the screen is slightly different. ECARS is constantly being improved 
and enhanced to work more efficiently for you. 



Topics Covered 



Reservations 

Opening rental tickets with various billing types 
Ticket Cross Referencing 
Correcting ticket information 
Switching Units and Changing Rates 
Callbacks 

Closing rental tickets ^mth various payment and billing types 
Computerized CRS (Cash Receipt Summary) and deposits 

Training 



Workbook requires approximately 3 hours to complete 
Self Study 

Work at your own pace 
Workbook Format 



Each exercise guides you through an activity step by step 

Most exercises build upon information covered in previous exercises 

You will be able to see how different ECARS options are linked tog ether: 



Reservation I ^ | Open a Ticket Callback 



Close a Ticket 



Ranges from basic rental functions to refunds. 
Numbers to Know 



The Rental Help Desk may be contacted at 1.800-416-8000. Specially trained ECARS personnel are 
available to answer questions and help with any problems you may encounter. 

Network Services may be contacted at 1-800-41 6-8000. A team ofNetwork Operators, who are RALPH 
experts, are available to correct any hardware problems experienced by the computer system. 

You are now ready to begin! 
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GETTING STARTED 



This section will familiarize you with the basics of using the keyboard and how to enter information needed 

for completing rental tickets, etc. A box shown around text will designate a key stroke. 

RALPH 

Our computer system is more commonly known as RALPH, which stands for Rapid And Logical Paper 
Handler. 

The Cursor 

The cursor will be a solid or flashing block or line on the screen which will show you where to key 
information. 



A Field 

A field is the area in which you key information; 
displayed as a solid line(s). 



name, customer number, rate, etc. A field is usually 



Cursor Movement 

It is very important to use the correct key strokes to move the cursor Examples of these key strokes are 
shown in this section There are five basic keys which should always be used for cursor movement. 
Keyboard movement depends on the type of terminal you have. 



Field Exit This key will move the cursor from one field to the beginning of the next field 
Pressing Field Exit will cause any data beyond the cursor to be erased and the data 
keyed to be positioned correctly within the field. Most commonly used in numeric 
data fields. 



Tab 




Right 






Tab 
Left 









This key moves the cursor from left to right, field to field. Use this key to move 
forward. 



This key moves the cursor from right to left, field to field. Use this key to move 
backward. 



This return key moves the cursor down to the first input field on the next line. This 
is the most frequently used key. 



This keystroke combination is used on some terminals to move up and down 



Shift/Roll Up 
Shift/Roll Down] between pages and fields 
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Rates/ Amounts/ Dates 



Use these examples for keying rates/amounts. 

$16.50 = 16.5 Field Exit 

$16.00 = 16 Field Exit 

May 20, 1994 = 052094 



Options and Choices 

When Yes or No answers are requested, key Y-Yes or N-No. 

When several choices are given, key "X" or "1" in the selection field next to the item chosen. 



Names — ^— — ^ 

Names must be keyed in the correct format to help RALPH alphabetize names and distinguish between 
an individual or company name. Use these examples for keying names. 

Individual: Smith* Cindy* 

Smith* Cindy M* 

Company: Enterprise Rent-a-Car** 
Crawford Company** 

(Key an asterisk ♦ by holding down the Shift key and pressing 8*) 



Numeric Keypad — 

Use the numeric keypad, located on the right side of the keyboard, to key mileage, rates, etc. The numeric 
keypad is designed in the same manner as a calculator; therefore, you may find it easier to work with. 



Important Keys 



There are several important keys on the keyboard that are essential to using ECARS. 



Reset 



Enter 



Fl,2,3...or 
Cmd 1,2,3.. 



When data is keyed incorrectly, that field will be highlighted and an error 
message will inform you of the problem. Press Reset and re-key the data. 

Press Enter to send the information to be processed. 

Command and/or Function keys are used to enter and exit various options. They 
are located on the top of the keyboard. Command/Function keys are displayed on 
the bottom of each screen. 
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Signing on the CRT 



Depending upon the model, turn on your CRT by pushing the button on the lower left comer or turning 
the dial on the left side of the terminal. A Sign On Screen will appear. 

r , . . .... , . — -N^ 

■.■Si.gn'-..On- 

. SystemC- ■ • ■ : ;DEV 

■ Subsys-t em ... : ^QDP ■ ;* 



If this screen does not appear, call Network Services at 1-800-416-8000. 

The cursor will be positioned in the "User" field. Key GP plus your Group Number (GPXX) | Field E?at . 
The cursor will position itselfin the "Password" field. Key GP plus your Group Number (GPXX) [ENTER j . 
These are blind fields - the letters and numbers will not be visible as they are keyed. The ECARS Main 
Menu Screen will appear. 

NOTE: If you are in a regionalized Group, you should key GP, plus your Group, plus your Region Code 
(GPXXX) Field Exit. (Ex. Group 32, region D = GP32D). 

From the ECARS Main Menu, press CMD 24 = Jump. This will take you to a Pop-Up Window, "X" Enter 
Request. The Enter Request Screen will appear. 

NOTE: CMD 24 = JUMP IS NOT AVAILABLE IN THE TRAINING SYSTEM. 





— ENTER . REQUEST . DEV.. 





















The Enter Request screen is used to access all Direct Entry and Inquiry Programs. Direct Entry programs 
are those that allow data to be keyed to enter/update/change information for repons, rental tickets, etc. 
Inquiry programs are those that allow the user to view only specific information such as unit information, 
A/R's (Account Receivables), Etc. 



CMD 24 = Jump: Used throughout ECARS to access the Jump Window. This allows you to transfer to 
the other programs quickly v^thout exiting your current program. 
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ECARS Training Menu 



To access the ECARS Training Menu, key AARTOl at the Enter Request line | ENTER) The following 
screen will appear. 



ECARS - ENTERPRISE COMPUTER ASSISTED RENTAL SYSTEM 

11 - Reservations 



1 - Open A Ticket 

2 - Correct A Ticket 

3 - Switching Units/ 

Changing Rates 
5 - Closing A Ticket 

(TICKET SERVICES} 

10 - Open Ticket X- Re f 



CCRTMU-A 



TRAINING 
SYSTEM 



12 - Callbacks 

15 - Cash Management 



Name 



Or Ticket# 000000 



Option # 

Name 



D# 000000 Branch GM 



SSN#_ 



Res# 



ST/RROV 



Cmdl=Exit Cmd8=Lease Cust 



The ECARS Training Menu consists of the most used options in EC ARS Each of these options will have 
a corresponding exercise in this workbook. 



Option 1 - Open a Ticket: 

Option 2 - Correct a Ticket: 

Option 3 - Switching Units/ 
Changing Rates: 

Option 5 - Closing a Ticket: 

Option 10 - Open Ticket X-Ref: 

Option 1 1 - Reservations 

Option 12 - Callbacks 

Option 15 - Cash Management: 



This option is used to open the majority of rental tickets 
in the office. 

This option allows you to correct and/or add information 
such as an additional driver, claim number, etc 

This option is used to switch units and/or change rates. 



This option is used to close all rental tickets. 

This option allows you to "look up" an open ticket to 
retrieve basic information. 

This option is used to create, view, update, transfer, or 
cancel Branch Rental Reservations. 

This option is used to authorize or extend rental tickets by 
the type of callback. (For example Body Shop, Service 
Department, Insurance Company Adjustor, or Customer.) 

This option allows you to balance the cash summary and 
make deposits. 



CMD 



CMD 8 



Exit to Enter Request Prompt. 

Lease Cust. Information about renting to Lease Customers. 
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ARMS - The Automated Rental Management System 



ARMS is the communications system that links certain insurance companies or service providers directly 
with Enterprise to exchange data electronically through the computer. 

ARMS allows insurance carriers to automatically reserve vehicles, confirm reservations, prepare invoices, 
obtain authorizations and billing extensions. ARMS allows Enterprise to provide a higher level of service 
to insurance companies and their policyholders and claimants. 

ARMS reservations and tickets can not be accessed through the training system. Please keep in mind that 
when you are on the real system, you may notice some slight differences with ARMS tickets. 
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Congratularions! 
You have now successfully completed the ECARS Workbook! 



If you feel uncomfortable with any of the options, or just feel you would like a little more practice, you 
may open and close tickets, switch units, change rates, etc. in the ECARS Training System until you feel 
you are ready to go "LIVE". 

The following list of Error Messages are the most commonly seen while completing the ECARS 
Workbook- You may refer to them any time you need a more detailed explanation than is displayed on 
the screen. 



Accept or Recompute?: 
Additional Driver?: 
Additional Driver Name Required: 
Charges Do Not Balance: 

Confirm Date/Time Out: 
Confirm Unit To Be Rented: 

Date Out Invalid: 



Rental Type Invalid: 



Renter Name Invalid, Last*First*: 



Time Out Invalid: 



Key A-accept or R-recompute to accept charges as they 
are, or make changes and recompute. 

The field for additional driver has been left blank. Key Y 
or N. 

The field for additional driver has been marked Y, but no 
name has been supplied. 

The payments that have been keyed do not balance to the 
amount due. Only Balance Due amount should be 
receipted. 

Date and Time keyed is not the current date and time. 
RALPH needs confirmation. 

Unit rented on another ticket or may be owned by another 
Branch in your Group. Always has a message explaining 
the problem. 

Date out has been keyed incorrectly, or field left blank. 

Rental Type field has been left blank, or rental type keyed 
is not valid. 

Renter name has not been constructed correctly. 
Time out has been keyed incorrectly, or field left blank. 



PageVin 



This Page Blank (uspto) 



EXERCISE 1 RESERVATIONS 



Exercise 1 will guide you through Option 1 1 - Reservations - to create, view, update, transfer, or 
cancel Branch Rental Reservations. This option is very helpful in providing the branch(s) with better 
customer service, pickups, and deliveries. 



mCKBS ENTERPRXSE CCSMPtTTER ASSISTED RENTAL SYSTEM 



.;2^,r/^'; Correct -A -Ticket • 
..3:. r . Switching Units/ . 
■.:i:;;;.l;::Gfengiiig:;.:Rates ■: 
xS Vr -Closing : A Ticket .• 



^TICKETT - SERVICES) 



Q^;- Reservations 

12 ' - -Callbacks ■ 

IS - Cas h Management 



CCRTMU^A 



TRAINING 
SYSTEM 



i 0 ■ ■ Open ticket .V:X - Re f : \ Name " 

D # : :0;0 00 0 0 ; , - : B r a nch AC 
Name Home Phone # { ) 



i^^:--;i:0ptiOtt#--.- ■■- 



■Home Phone # { 



. Or .:Ticket#:. OOOOOO 



, Rest 



ST/PROV 



Cittd 1^ Exi t : Cmd 8 -Lea s e ■ C us t 



On the ECARS Training Menu, key Option #1 1 I ENTER 
appear. (See example screen on the following page). 



The Reservation Menu Screen will 



NOTE: You can key as little or as much information that is available when taking the reservation. Any 
information keyed into the reservation will automatically forward to the open ticket, saving you time when 
the renter is in the office picking up a vehicle or waiting for a "Pick Up." 

To update a reservation, any information keyed may be changed by keying directly over that which is 
displayed. Information may also be added or deleted if necessary. 
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Reservation Menu 

ECARS RESERVATION SYSTEM 



AARSOl-A 



Select: one of the following: 



1 Create a Neitf Reservation 



Have you rented from us before?" (Optional J 

Home Phone # ( ) - 

DL# 5T/PR0V _ 



.2 View Reservation :for Customer Name 



by GPBR PPGM or GP 



3 .view ^Reservation for -Date 061694 :by GPBR PPGM or GP 



4_ :^^^ew v;By: ;Res^^ R 




There are five categories to the Reservation Menu 

1. Create a New Reservation: This is used to speed up the process of Opening a Ticket-Option #1 , by 
pulling forward all keyed reservation information to the rental ticket. Key the Home Phone Number or Driver's 
License Number and State or Province in the spaces provided. The previous renter information will pull 
forv^rd to the reservation you are creating, if the customer has rented within the past year ONLY. 

NOTE; The Home Phone Number and Driver's License Number fields are optional. If these fields are used, 
you should verify accuracy of the pre-loaded renter information, e.g., current address, phone, and driver's 
license information. 

IMPORTANT! RALPH will automatically check the "Customer Warning" file for all previous renters If a 
renter appears in this file, a WARNING SCREEN will display. If this happens, consult with your Branch 
Rental Manager for your Group's policies. 

2. View Reservation for Customer Name: This is used to display reservations by renter name for a 
specific Group/Branch or Group. Additional comments are shown under the Group/Branch reservations 
option, but comments are NOT shown under the Group Only option. 

3. View Reservation for Date: This is used to display reservations for a specific Group/Branch or 
Group by pickup date. Additional comments are shown under the Group/Branch reservations options 
but comments are NOT shown under the Group Only option 

4. View by Reservation Number: This is used to display a reservation by the reservation number. 

5. View By National Reservation Number: This is used to display a reservation by the National 
Reservation Number. 

From the Reservation Menu, key X next to Create a New Reservation and key your Home Phone Number, 
ENTERl to prompt the associated screen as described on the following pages. 

*/« order to simulate a "live" Reservation/Rental Ticket for your Group/Branch location, create 
your own data for fields that are not specifically instructed throughout this workbook. 
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Category #l.Create a New Reservation 

Screen 1 

~^ 

BRANCH BE3ERVATION WUMBER 100003 | Print (Y or N) (T) CCRS01--A 



1 Pickup Branch PPGM 



7 



2 

Name 



(LAST* FIRST*) SSUt 



PXCKUP: Date Tim^ RETUKN: Date^ 

W/in P/up: _ Deliver _ CWC _ Comment 



14 

I PHONE: Home _J J ^ Off ice J 1 ^ ejO. 

j/', V , other ( ^ - Descriptio n 



I 5 

\ If/B/J^/P^ _ Source Cust# ___ '^^ 

BILL TO;. • Direct Bill (Y or N) _ Credit Card _ Cash/Check _ 

i; Bill To Custt or Name <OQMPANY**) 

[ Attention Auth Until Max Amt 

CLA^ ^^^^ ^^^^ 

1^- ; t^^^ r/lns\ired, T/Theft) _ Insured 



^ • ' VIM 

CAR TyPE : Class _ Type _ Comment _ 

RATE QUOTED: ^ Comment 



Fl==Exit F2^Cust List .F4==ID. List F5=Rates /Rules F8=More Info 
I ; F9=Transf er F12=Previous F13=In3urance F15-Res Notes 
I : F21=^ID Rntr F22=Clear Rntr ID F23=More Keys J 

ThrReseiVation'Scre^ to that of Option 1 - Opening a Ticket. 

1. Key your five-character employee number at top of the screen. 

2. Key Renter's Name (pretend you're the renter)-Last Name*First Name* and Social Security Number 

3. Key rental pickup, date/time, and rental return date. Use today's date for both pickup and 
return date. Key X to selec t either: W/in = W alk-in. P/up = Pickup, Deliver = Delivery, or 
CWC = Customer will call ! TABRIGHTl to space provided for additional comments, if needed. 



4. Key Renter's phone information. I TAB RIGHT | to description field for any comments, as needed. 



5 Key Rental Type " I" - Insurance. The other rental types are B=Body Shop, D=Dealership, R-Regular, 
C=Corporate,orO=Other. Key "STATE" in the Source Cust# field. Press F2=Cust List. A Branch List 
appears. If there are no choices available, press F8=Group for a group list. Key "X" next to a State Farm 
Office. This automatically forwards to the Source ID List Screen (see page 2-3). Key "X" next to the first 
adjustor name. 

Key Y=Yes to set up a Direct Bill. Key "X" to select payment type: Credit Card, Cash/Check. For 
the BiU to Cust# use the F2=Cust List Window key, again. "X" your name on the list. Key "X" 

next to 999 UNKNOWN** on the Source ID Screen. NOTE: If your name is not on the list, key 
999999 as the Bill to Cust# and type your Last Name* First Name* on the name line. Key 999 as the 

Attention ID and key your name on the Attention Line. Key the Auth Until Date (use today's date), 

the Maximum Dollar Amount per Day Claim/Pol/Po#, Date of Loss, Type of Loss, and Insured's 
Name. 

Screen description continued on the following page. 
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6. Key Car Type and Class Type, use F 1 6=Car Types. Key rental rate you quoted. I TAB RIGHT 
to comment fields, as needed. 



7. I ( ' I to move cursor to top right of screen. To print a copy of the reservation, key Y- Yes, 



over default N=No. 
NOTE: The function keys will be discussed in detail, starting on page 1 -5. 



Press I ENTER I to accept the information keyed a nd advanc e to Screen 2. If ERROR MESSAGES 



display, make any necessary corrections and press I ENTER I again. (See the section on ERROR 
MESSAGES page VIII, for more information). Repeat this procedure until Screen 2 appears. 

Screen 2 

-MMM iwKOCH^^ ■ "-1 000 02 ./Print (Y or K ) ■ ■; ' CCRS 0 1- B ■ 



l--!ilstt6ig:;:::i:<:^^ • "•" ■■■■ ■ - -• • ■ - : -. Attn. ^\ 

I -jxCarvYea t-v;^^ - - • - Pfaone#.:( 000 :1-.OQO 

l^'^^ijdLit^e::ly^^^^ ""- "^'Fli^ht ' • ^.Arrival Txm^: ' ■ l_ 



'.:00 m 



state - J^ip..^ 



■■ i^CREIOTE:iCAIiI^^ Mii'/^i'M^^c^ vc:: ;■" : ^:CiiS:t;' ;■ .;i?Res .x:;: ..Comment-. {:Re s ;::oniy ) ; 



■^r7=AAI .F8==Mo.re Info 
' :^F9=Txanl^^^^ Chk .n5=Res /Notes 
l^2ii=II):::Rht r : ^^F22^lB^r}'<i^^ IB; " ' F23==More Keys J 

!• Key shop information: Customer Number, Shop Name, Shop's contact person. Year of vehicle being 
repaired, Make/Model and Shop's phone number. 

2. Key Airline information if applicable: Name of Airline, Flight Number, and expected Arrival Time, 
to key Customer Information: Age, Current Address, City, State, and Zip Code. 



] and key X to select "Callback Type" B/S=Body Shop and ADJ=Adjustor. 



TAB RIGHT 1| o comment field, as needed. This field is used when selecting RES=Reservation, 
ONLY. 

5. I ( M to move cursor to top right of screen. To print a copy of the reservation, key Y=Yes, 



over default N=No. 



Do NOT press | ENTER] . Use the following pages to help you understand the function keys. 
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FUNCTION KEYS FOR OPTION 11 - RESERVATIONS 



Listed on the bottom portion of each screen are several Function (F) keys. Each one performs a function 
that may be used while creating or viewing a Branch Reservation. 



Fi = Exit Allows you to cancel a new reservation. While viewing a reservation 

you can exit to the Reservation Menu Screen. 

F2 = Cust List Displays a list of customer names and numbers that are to be used for 

sourcing. See example window below. 





■ ' VBranch ■ Lis t : ; ; 




. SKS002A/C1 ... 


:\v;:GPBR'" ■ 1520- 








^ V Pnsi l^Trnn /to-^ d^^ 








.press Bntex v' :•• 






^.;>: :;i'*f S elect ; - ^S^D 


i'sp la y ■ : ■. - 






■• "■■Opt' Cust# '. 


yx;Descrip.t:lon.. 


State 


Phone 




: ADi^S: COUNTY 'CB^ UNION* * 


. IL 


618-555-8877 


V;:-k;:^ ..-.G0B246:-., 


: :ftE ROS PACE CREDIT UN I ON * * 


- MO 




■ K00005 


■ ;:ALVIK JACKSON used CARS ** 


MC 




■ - ;-.KO0i7l\. ^ 


AMERICAN AUTO ; MART** 


IL . 


: 61^-555-6688: 




F3=Exi t ; : : :F6^Br anch F7==AAI 


: F8=Group F10= 


state Fll-All 


■:Fl2~Previoufi: 


Roli=Forward/Back 







You can press F2=Details again to view a detailed branch list. The detailed list includes the customer name, 
address, and phone number. This is handy if you are trying to locate a specific customer who has multiple 
locations or if you need to contaa the account in question. 

Key " 1 " in the Opt (option) field to select a customer number. The screen automatically forwards to the 
contact screen. See example window on the next page. 
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MIDWEST 



Contacts SMS005A/01 



GPBR 7799 Ellia7 A.CP.S.E. CREDIT UNION** 

Position to:_ 1444 MAINE STREET 

QUINCy IL 62301 
Type options, press Enter 618-534-3300 618-435-4455 

l=Seiect 

Opt Name Opt Name 

J .JOHNATHAN, MARTIN 

F.3=Exlt F7=:AAI F9.«Add 12=Pxeviou3 :. Roll=Forward/Back 



Key " 1 " in the Opt (option) field to select the contact person. The screen automatically returns to your 
reservation with the customer information loaded into the appropriate fields. 

NOTE: F9=Add allows contacts to be added in the Contacts screen. Check with your Branch Rental 
Manager on your Group's policy for adding contacts. 



F4 = ID List Displays a list of ID numbers for individual adjusters, agents, etc. for 

each customer number. 

F5=Rates/Rules Displays rate/rule information for that particular branch. 

F6 = Units Avail NOTE: This fiinction key is available on Screen 1 but only displays 

when F23=More Keys is pressed first. Displays a list of Branch Vehicle 
Units available to rent. See example window below 



5 



UNITS NOT RENTED - 7799 [ Next Unit ^CCRA16-A 

V Next Branch 



X^Unit ^-History ' T-Unit •Transfer;;-. 

License-* BB YR Make ;M<idi: : :Ser5 : Color : SHP : Las tr Location 

DC0004 iDC0004 . 94 ?ONT StmB. .2DR- ; 

" ;DC0006 DC0006 \. 94 PONT SONB 4DR : : WRITE : 6XL CTU^GE 

♦ * ' V 

T\':^Bydz ' in^l^^ ** No tteita Available ** 



To view ot her Branch "Units Not On Rent" just key the desired branch number in the upper right hand 
comerand fENTERl . Available units wUl display. This is helpful for transferring reser/ations if necessary 

F7=AAI NOTE: This function key is available on Screen 1 but only displays 

when F23=More Keys is pressed first. Allows access to Inquiry Programs 
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F8 = More Info 



Allows you to key additional renter information for the reservation. 
See example screen below. 



1 MORE IwrORH^TIOS ^--.-v---.- 

Renter N'ame KING* v-^iH: 

Renter Drivers License State _ Exp Date 



DOB 



ETTtpioyer 



Height Weight tyes Hair 



^ Additional Driver (Y or N) _ Driver Mame 



Address — 

Drivers License . „„ 



3 Out Of State i\: or. H) 



4 



Bill -To Name (Company Name-) 

Attention • • _ ^ 

Address ■ f " 

City - ■ , ■ State -:- - . _ Zip 



,5 start C^<,s:::im^Lf y^s^e ^ . Time ^, " -^^^^^^ -flckup -Date • -6^251^5 , ■Vl^CC. PH- 



Calendar : 24 Hour Specials 



}.3tes- .00 /Hour. - . -.00 -7. Day .00 /Meek .00 /Month 

Mileage .. .0.. ./Mile . After O.-v/Day . -OQOG /Week 0000 /Month , _ l^o Chg 

Drop Chg nrnr. Location .• . ^ * 

Dmg :.W3iver.. ' ...:00 . /Day-: .iPAl -; ,0:0; /Day 

F5«Rate3/ Rul es . F7«AAI F12-Prevlou3 Entex'^Updat e 



Remember, all information keyed here will automatically transfer to the Open Rental Ticket to save you and 
the renter time. 

1. Key Driver's License Information and Current Employer's Name. 

2. Key Additional Driver Information: Name, Address, Age, Driver's License #, State, and Expiration 

Date. . 

3. Key Y=Yes, or N=No, if the rental will be going out of state. If yes, key all associated states to which 

renter plans to travel. 

4. Key "Bill To" Information: Company Name, Contact Person, Address, Phone Number, City, State, and 
Zip Code will be pre-loaded, if valid Customer # is keyed on the first Reservation Screen. 

5. Pickup Date and Arrival Time v^U display, if keyed on the first Reservation Screen. Key new 
Date and Time to start charges, if applicable. 

6. Key X to select billing type: Calendar or 24hr, and Specials, if applicable. 

7. Key Rate Information and any Discounts, if applicable. 

NOTE: This screen is edited in blocks. For example, if the Driver's License Number is entered then the 
State, Expiration Date, and Birth Date are required. Follow displayed ERROR MESSAGES to guide you 
as you go! 

F9 = Transfer Allows you to transfer a reservation to another Branch within your Group. 

This is helpful for location purposes and availability of units. It also 
allows you to transfer ARMS Reservations to another Group. 

F12 = Previous Return to previous screen. NOTE: If F 1 2 is used, any updates just keyed 

will NOT be saved. 
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F13 = Insurance 



Allows access to enter any insurance information when reservation is 
created. See example screen below. 



RENTER'S INSURANCE INFORMATION 

Renter Name SMITH* LVNN* 

t 


RES# 


CCRS06-A 
X00003 


Carrier 








Agent . Phone # 


{ ) 






P<>iicy# - ■ 


Expires 














■■■■ ■ ■ ■ ■ ■ 

ColliBion. ijeductibie $ 


Assigned Risk (Y or H) 


— 


Comprehens ive X>educt ible $ 


Xienhoider Policy 


(Y or 




Liability ; (Y or N) 
Verified By 


^ from ins, co) 






Verified .By -Brapioyee # 


(from. Enterprise) 






■/^ /-^y \ .^ADDITIONAL DRIVER INFORMATION ^ 
Carrier ; **** 






Aaent • : Phone # 


.{■ ' ■ :) - 






Policy*.. 


.Expires 






Collision Deductible :5 


Assigned Risk (Y 


or N) 




Comprehensive Deductible ^ ■ 


Lienholder Policy 


(Y or 




Liability : Y or m 
Verified By ^ 


(from ins- co) 






Ver if ied By ;Eir$3loyee # 

CiTKi7=AAI Gmd 12==Pr e vioua Snt e r^Vpda t 


(from Enterprise) 
e 







1 . Key Renter's Insurance Carrier Name, Agent Name, Phone Number, Policy Number and Expiration 
Date. 

2. Key policy deductible for both Collision and Comprehensive. Key Y=Yes, or N=No, if it is an 
Assigned Risk Policy or a Lienholder Policy. Key Y=Yes, or N=No, if Liability coverage is active. 
Key contact's name at the Insurance Company who verified coverages. Finally, key your 
employee number as verifying all keyed information. 

3. Repeat the same process for the Additional Driver as explained in step# 1 and #2, for the renter. Key 
all Carrier and Policy information, as needed. 

NOTE: This screen is edited in blocks. For example, if the policy number is entered then the expiration date 
is required. Follow displayed ERROR MESSAGES to guide you through the screen. 



* After you press | ENTER| , to print the Rental Ticket, insurance information keyed here remains on the 
screen to be handwritten onto the Rental Ticket. After you exit from the above screen, this information can 
NOT be retrieved. 
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F14^ Credit Chk NOTE: This ftinction key is available and displays when F23=More 

Keys is pressed first. Allows access to enter valuable credit information 
when the reservation is created. This is helpful to determine money 
deposits or rental approval. See example screen below. 



i 

Name SMITH*LYNN* 

Street ^ 

City 

Home# { 000 ) 000 - 0000 
Other # ( 000 ) 000 - 0000 
SSK# 000 00 0000 



Length of time at present address 


yrs 


mos 




: ; 2- 

. Ciirr .Employer 


Position. 




Length of Time 
■yrs . mos 


Prev Employer 


Position 




yrs _ mos 


3 








Prev > Street 
Addrl :Citv 


St 


Zip 


yrs mos 


Prev Street 
Addr2 Citv 


■., St 


Zip 


yrs mos 


SDouse*s Name 
EntDlover 


Position 




yrs raos 


CzndT-'AAI Cmdl2«Previous Enter«Update 



Information keyed here will not appear on the Open Rental Ticket. This is reference information to be 
viewed within the reservation system. 



1. Key Renter ID information: Name (Last Name*First Name*), Current Address, Phone Number(s), 
Social Security Number, Date of Birth, Age, and Length of Time lived at the above address (Years/ 
Months). 

2. Key Current Employer Name, Current Position Held, and Length of Employment (Years/Months). 
Repeat the process for previous employment, as needed. 

3. Key Previous Address(s), and Length of Time lived at each location (Years/Months), if applicable. 

4. Key Renter's Spouse Name, Current Employer Name, Current Position Held, and Length of 
Employment (Years/Months), if applicable. 

5. Key Y=Yes, over default N=No, to print a copy of the Credit Check Screen 

6. Key Y=Yes if credit has been checked. 

NOTE: Follow the policies set by your Group when creating a reservation. You can enter as much or as 
little of the credit information appropriate to the rental situation. The entire Credit Check Screen is optional. 
Ask your Rental Branch Manager to review situations applicable for Credit Check information to be taken. 
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CREDIT CHECK INPORMRTION 



OCRS 07- A 
RES# 100003 



{IAST*FIRST*) 



St 



2ip 




Office# t 000 ) OOQ - 0000 ext 0000 
DOB Age 27 



F15 = Res Notes Allows specific notes to be viewed concerning the rental reservation, 

e.g., directions for pickups or deliveries, special requests, or car 
preferences. This is helpful in providing better Customer Service. See 
example screen below. 



DEV RESERVATION KOTES 

Renter Naine :IAST*FIRST* 



OCRS 08 -A 
RES# 100964 
Print (Y or N}(^ 



:Crod7=AAX Cindl2«Prevxous :Euter=Updat€ 



Information keyed here will appear on the Open Rental Ticket. This is reference infonmation to be viewed 
wathin both the reservation system and in opening a ticket. 

1. Key information on space provided such as car preference, contact person for authorization or 
extensions, etc . . . key any changes over existing information. You can shift/roll for additional lines. 

2. Key Y=Yes, over default N=No, to print a copy of the Reservation Notes Screen. This is especially 
handy for directions. 



F16= Car Types NOTE: This function key is available but only displays when F23=More 

Keys is pressed first. Displays a list of "Car Codes" to describe the rental 
vehicle Class and Type requested for the reservation. See example window 
below. 



Car Types: :Seiect one 


from each coiumn 


CLASS " ■ 




H-Kini ■ 


C-2/4 .Door 


E- Economy 


B-2 Door 


' C- Compact 


D-4 Door 


• l-Interinediate 


X-Sp€ciai. 


S-Stsndarci. 


5- Spo rt-5 


■ :/'-r-ruIlslz^ 


-Conve r t i'b 1 € . ■ ■ 




lyWrrWagon/y.-. 


Luxury 


• V-Van 


Special 


■r-4W Drive 




^ Pr Pi ck-up 


Class/Type _ ^ 






Enter^Continue 



Select one category from the CLASS Column and one category from 
the TYPE Column. Key selections on the CLASS/TYPE field provided. 
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F21=ID Rntr 



Allows you to to locate previous renter information without exiting the 
reservation. See example screen below 



CENTRAL 



ID Renter 



FQS040A/1 



St/Prov 



Horae Phone# ( ) 

Name fLast) 



{First) 



Note: Drivers license number and St/Prov or Home Phone number are 
required. Name is optional. 

F12=Previous 



Key the Renter's Driver's License Number and State or Provence OR the Home Phone Number 
(required). The Rentei^s name may also be keyed (optional). If more than one match is found, the Renter 
ID Selection screen appears. See example screen below. 



CENTRAL 

Searched by: Phone Number 
D/L# 



Renter ID Selection 

( ) - . 



FQSOlQA/1 



St/?rov 



Position to: Name (Last)_ 

Type option, press ENTER 
l=Select 5=View 

Opt Name 

SWITH^KEVIN* 
_ SMITH* RALPH* 
_ TAVERS* JOSEPH* 
_ TIPTON* ROBERT* 

F3=Exit F12=PreviQus 



(First) 



Street Mdress 
123 HARRISON 
467 MCLOKAI ROAD 
4223 VERLAINE AVENUE 
508 VIENNETTA DRIVE 



St 


Zip 




MO 


63101 


5684 


HI 


97895 




WI 


39667 


7421 


LA 


70460 


6531 



Search the screen to see if the customer is on the list. If the custome r's name do es not appear on this 
screen, key the driver's name (Last/First) in the Position to field. I ENTER I The n ame keyed appears 



at the top of the list. Key " 1 " in the Opt (option) field to select a customer, 
information is protected and loaded into the appropriate fields 



ENTER . The customer's 



OR 



Key "5" to view customer information in greater detail. I ENTER I The Renter ID Detail screen appears. 
See example screen on the next page 
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CENTRAL 



Renter IV Detail 



FQS050-A 



(Last) SMITH 



Name 

Street 123 HARRISON 

City SIKESTON 

Hoiae (57 3) 55 5 - 

Office (573) 555 

Other .( ) - 

Employer PIGGLY WIGGLY 



(First) KEVIN 



ST MO ZIP 63101 5684 



1549 
9854 



Ext. 256 
Ext. 



Description 97WHTCHVCORS 



DI»# 949-86-54 68 



Height 6 08 



:F12=PrBvio.u£ 



ST MO Exp 021499 SSN 849-86-546B 

Weight 300 Eyes GREY Hair BROWN 



The Renter ID Detail screen displays detailed information about a specific c ustomer. V iew this screen 
before selecting the customer to ensure the appropriate person is selected. [ENTER | to select this 
customer and continue with the program. 



F22=Clear Rntr ID Allows you to clear existing customer information from all reservation 

screens so new information can be keyed. 

F23=More Keys Allows you to display function keys that are not shown when the screen is in 

the original display mode. 
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ENTER 



to accept your Resen^ation. 



You have just created a Branch Reservation! For additional practice, open another reservation using 
the following information; 

• Use your favorite celebrity *s name for the renter* s name 

• Do NOT key a Social Security Number 

• Use today's date as the pickup and return date 

• Make it a Bill Toof"N" 

• Make it a Callback type of "Cusf* 



Be sure to key in all necessary information to make a complete reservation, using the above data plus your 
own chosen information. 



Turn to the next page to learn how to view a reservation 
by Customer Name/Group 
(Category #2) 
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Category #2- View Reservation for Customer Name/Group 



To view a customer by name, key Customer's Name in the space provided on the Reservation Menu 
Screen, #2. Your Group/Branch will already be pre-loaded. A list of reservations will appear in alphabeti- 
cal order - starting with the Customer Name you requested. See example screen below. 



i BESERVATIONS: FOR fiPBR PP(ai 



■2. ,GCi^S02-B 
•Print {y. or :N)Yn 



1^ ext Cus tomer i 



Cus tramer Name 
WHITE* DAVE* ; : 



Date 



Time 



: ■ ..-Car-::: 
Re3# . - -Type. 



c 



6/1S/94 .400 PM^ 



100002 
lOOGOS 



FCAR 



PLEASE MEET HER AT AL ' S AUTOBODY 



6/16/94 900 AM 100006 



Status 

• DEL 



W/IN 



Rental : 
Type 

X 
B 



Fl-EXit^; F7-AAr :F12=P.revio.us .Screen .Roll=Forward/Back 



This screen displays a list of all current and future reservations for your Group/Branch or Group. You can 
view a specific reservation by keying X next to the applicable CustomeryName. 



1. Displays Customer's Name, Reservation Date, Time of Arrival, Reservation Number, Car Type 
requested. Rental Status, Rental Type, and Com ments, if a pplicy)le. To view a specific reservation, 
key X o n the line n ext to the Customer's Name. | ( ' [ to niove cursor down the list of names, as 



needed. | ENTER | to advance you to the selected reservations) screen. 



2. 



to move cursor to the top of the screen. If you w6nt to print a copy of the reservations 
listed, key Y=Yes, over default N=No. This is a helpfial to(/l for the oflSce to prepare for fiature rental 
demands. 



NOTE: This display can also be selected on the Reservation Menu Screen, #2 by Group, When only a 
Group is selected the reservation comments are NOT shown as it is in the above example. 

Reminder! Scroll forwa^d^ackward to view all Customer Reservations. To make a revision, key X next to 
the applicable Customer Name, press I ENTER I and make revisions as needed. 



3. 



— ^ I to move cursor to the Next Customer Name field, if desired. Key a new Cus tomer Name in 
the space provided if you want to view a specific reservation more quickly [ENTER I to advance to 
specified Name. Repeat the process as described. See how you can flip to a new reservation with 
ease! 



NOTE: The fiinction keys are discussed in detail, starting on page 1-5. 
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Category #3- View Reservation for Date/Group 

To view a Reservation by date, key in the Month/Day/Year in the space provided on the Reservation Menu 
Screen, #3. Today's date and your Group/Branch will already be pre-loaded. To view a different date or 
Group/Branch, key desired information over existing. A list of reservations will appear in sequential order - 
starting with the earliest Reservation associated with the date you requested. See example screen below 



r 



RESERVATIONS FOR GPBR 7799 

Tuesday. JUNE 21, 1994 

Total Reservationsj 



Pxint 



CCRS03-B 
(Y ox .N| (n) 



Kext Time 



: Customer Name 

_ JENKINS*: JOHN^ 

■■X;:;vJONES*KIM*.--- ■ 



Time 



50 0 :PM 



Re6# 
100501. 
A987 61 
100066 



Car 
Type 

ICAR 
ECAR 



Status 
NRES - : 

DEL 



Rental 
; Type. •• 

: I 



' . ^Please meet her in the lobby .^ 



^Fl=Exlt :F7=AAI F12=Previous Screen :Roll=Forward/Back y 

This SCTeen^isp^ a list of all reservations for a Group/Branch or Group for a sD^ific date. You can view 
a specific reservation by keying X next to the applicable Customer Name. 

1. Displays Customer Name, Time of Arrival, Reservation Number, CapType requested, rental Stams, 
Rental Type, and Comme nts, if appl icable. To view a specific respivation, key X on the line next 



to the Customer's Name. 



to move cursor down theXst of names, as needed. Press 



ENTER to advance you to the selected reservation(s) scr^n. 



NOTE: This display can also be selected on the Reservation Menu Screen, #3 by Group. When only a 
Group is selected the reservation comments are NOT shown as in the above example 

Reminder! Scroll fo^^vard^ackward to view all Customer Reservations. To make a revision to a reservation. 



key X next to the applicable Customer Name, press | ENTER | and make revisions, as needed 



2. Next Time : Key Nex t Time (Hour:Minutes/AM/PM) of reservations to be viewed. This is optional, 
as needed. I ENTERl to advance to the new time listings as requested. 



3, To print a copy of the reservations listed, key Y=Yes, over defauh N=No. 



NOTE: The function keys are discussed in detail, starting on page 1-5. 
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Category #4- View Reservation by Number 

To view a Reservation by Number, key X to select "View by Reservation Number" on the Reservation Menu 
Screen. Next, you must key a specific Reservation Number on the line following the "R field . *' 

Category #5- View National Reservation by Number 

To view a Reservation made through National Reservations, key X to select "View by National 
Reservation Number" on the Reservation Menu Screen. Next you must key a specific National 
Reservation Number on the line following. 

See an example of this below. 



^ ECARS BESEKVATION SYSTEM ■ AARSOl-^ 

■ -'.'"Havevyou rrented^f rom/us^ ^before?" 

.^Ftr^ateii^^^^^^^^ ■;;::-:SSN#■%.•;^■'^^ ■'■■\:J;:f Optional) 

-:.DL#'- :-\- " " \ ' .ST/PROV ■ 

fvVi^w'-iies if or Customer Name.r -- - -; V- by GPBR FPGM or GP; 



View By Reservation^ R 



_ View By National Reservation# 



ENTER I to advance to the corresponding Reservation Screen of number requested. Make any 



revisions necessary. 



NOTE: The function keys are discussed in detail, starting on page 1-5. 



Congratulations! 

You now know how to CREATE a new reservation and VIEW a Reservation by the Customer's 
Name, by the Date, or by the Reservation Number. A "live" Reservation will be a piece-of-cake! 
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EXERCISE 2 OPEN A TICKET - CALENDAR DA Y 



This exercise will guide you through Option 1 - Open a Ticket for a Calendar Day. Be sure to follow the 
format exactly as stated in this exercise. This ticket will be used again later on in the workbook! 



If necessary, key AARTOl |ENTER| to access the EC ARS Training Menu. 



KCARS - KKTERPRXSE COMPUTER AS SISTED RENTAL SYSTEM ; 



: (T) - Open A Ticket 
2 - Correct A Ticket 
•3 Switching Units/ 
Changing Rates 

■ -5 '^ Closing A Ticket 



^TICKET SERVICES.).: 



: II— Reservations 
12 - Callbacks 
IS - Cash Management 



CCRTMU-A 



TRAINING 
SYSTEM 



10 - Open Ticket X-Ref 

•r- r~ 



: Name 



Or Tickets 000000 



• ; : Op ti 6n# 



Name 



D# OOOOOO Branch AC 



Home Phone # 1 



, . .Res# 

ST/PROV 



Cmdl=^EKit Cmd8=^ease - Gust 



1. Option # Field: 

2. D# OOOOOO: 

3. Branch: 

4. Name 

5. Home Phone # 

6. DL#, ST/PROV: 

7. Res#: 



Key Option Number 0 1 , 

This field will remain blank; a ticket number has not yet been creat ed. 

Your branch number will be displayed in the field. | < 'I to move the 

cursorto the next field. 

Key the first three letters of your last name in this field. 

Key your Home Phone Number in this field and/or (see number six). 

Key your Driver's License number and State or Province. 

This field will remain blank for this exercise. A National Reservation Number 

or Branch Reservation Number is keyed in this field if one is known. 



I ENTER I to accept the information keyed and advance to the next screen. 

You should see a listing of all reservations for customers whose last name begins with the same three letters 
aswerekeyed, Locateand"X" the reservation you created for yourself This information will forward to 
the ticket. 



CMD 1 



Exit to Enter Request Prompt. 



CMD 8 Lease Customer. Information about renting to Lease Customers. 
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Therearefourscreens thatmustbecompletedtoopenarental ticket. ThefollowmgexampleshowsSc^^^^ 
1 . Take afew minutesto familiarize yourself withthis screen. 



r\ — 

CaiR TSTBE REQ 



RE^mVLi-TYPE tl/B/D/R/C/O) Source Cust # ID 

■sureet/. V---'. •'■•^-^ " ' 



■oi;i«leii(i^ -ipOOO ■ ■ " ■■Ext ;:EinpIpyex 

i>\:^kr§i$& 00 ■;:■) :»O00 - 0000 A ;; Description 



^ ' ^•■.;-::/^^.-v:-':::>/. ''. . '■■ ■'{■^■ST ■ Expires. :;iDOB, -SSN # 

rjht:. '.; ■:Weioht- ■ ...;V^Eyes- ______ ■ Hair .■ . 



ADOlTIONftl. OBIVKR i ( Y/N ) _ Driver Name — ""^^ — 

:,.HH...::v:.::V..>:>:V:yv^- " ---^ - :LiC»_-V_ __ St_^ Exp_ . 



cm: or state ; l ; (y/n) 



F2=Cust List/ F3==Exit T4==II. List F5=Rates/Rules F6=Units Avl F8=Prewrite 
F9=eir :Kntx.I.D . -.iFaO^CC-.A^ F23=More .Keys ^ 



There are five basic sections to Screen 1 

1 Car Type Requested/Rate Quoted: This information will be pulled forward from the Branch or 
National Reservation. If a Car Type was not requested, or a rate was not quoted, NONE will be 
displayed in this field. Reservation comments will be displayed here. 

2 Renter Information: This section requiresbasic information about the renter, such as Name, Address, 
PhoneNumbers, etc. Also required are the Rental Type and Source Customer Number, plus ID. The Source 
Customer Number helps track business referrals. 

3. Driver License: This section requires allinformationfi-om the renter's license. Make sure it is current 
information. 

4. AdditionalDriver: This sectionrequiresinformationregardingothers who will bedrivingtherental vehicle. 

5. Out of State: This section requires a YES or NO answer, and a list of states to which the renter plans to 

travel. 

The various functionkeyswiUbediscussedindetailattheendofthisexe 
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NOTE: The information that you had keyed into the reservation should have forwarded to the Open 
Rental Ticket . For those fields that you left blank, please fill them in appropriately. 

Section 2 - Renter Information 



^1 



RENTAL TYPE I (I/B/D/R/C/0) 

Name ^ . 

Street 4 

City S 



Source Cust # ^ 



ID 



(Last*First*) 



Home Phone ( ) 

Office Phone { ) 

Other: Phone ( 000 ) 000 

liocal Addr 8 



ST Zip 

6 

■ Ext_ 

0000 7 Description 



Employer 



:*ocal Addr S ^ _ V 



1. Key I - Insurance for Rental Type. 

2. Use State Farm as the Source Customer for this exercise. Key "State" in the Source Customer # Field. 
Press F2=Cust List. The following screen appears. 



MIDWEST Branch List 

GPBH 1520 

■ Posi tio n : to deB crip t ion : STATE , 



SMS002A/C1 



Type options f press Enter. 
l^Select 5-Display 

:;ppt :Cust# Description 

STF433 STATE FARM** 

:;2 STF246 STATE FARM** 

STF005 STATE FARM**- 

~ STF171 STATE FABM** 



F2-Details F3=Exit F6=Branch F7=AAI 
F12-Previou5 Koil-Forward/Back 



State Phone 

IL 618-555-8877 

MO 314-555-0050 

MO 816-555-1277 

IL 618-555-6688 



F 8= G r oup Fl 0=S t a t e Fl 1 = Al i: 



You can press F2=Details again to view a detailed branch list. The detailed list includes the customer name, 
address and phone number. This is helpful when there are multiple locations for the customer If there are 
no customers on the branch list, you can press F8=Group for a Group list, F 1 0=State for a State list, or 
Fl 1=A11 for a list including all customer numbers. 

Key " 1 " in the Opt (option) field next to the first State Farm to select a customer number The screen 
automatically forwards to the contacts screen. See example screen on the next page. 
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MIDWEST: 


Contacts 


SMS005A/01 


GPBR .1520 
Position to: 


STr43 3 STATE FARM** 

1444 MAINE STREET 


Type - -opt i ons, press Ent ex 
l=Select 


QUINCY IL 
618-534-3300 


62301 

618-435-4455 


Opt ; Name 
: _ : : JOHNATHAN , : MARTIN 


Opt Name 




F3«.Exit - F7=::AAI F9 


=Add 12=Previous 


Rol i=Fo r wa rd/ Ba ck 



Key " 1 " in the selection field next to the first Adjustor Name. 

3. Key your name as the renter. Last Name* First Name* To key an asterisk, press and hold the SHIFT 
key while pressing the 8* key. 



4. 



to move the cursor to the next line and key your address 



to move the cursor to the next line and key the City I TAB RIGHT | to move the cursor to 



the next field and key the State abbreviation. Key the Zip code 

6. Key Home and Work Phone Numbers Don't forget to include the Area Code If the extension 
is four digits or less in length, key the extension. Key your Employer Name 



to move cursor to the next line and key other Phone Number (include area code) and a brief 



description, as needed. 



8. 



to move the cursor to the next line and key the Local Address of the renter if other than home 
address. 



to move to the next section, if necessary. 
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Section 3 - Driver License 



■ 5 4 N 

, oi* 123456789 ST MO Expires 062594 DOB 032760 SS# S55 55 5555 | 

I . - ^ 

'^eight 6 02 Weight 175 Eyes BROWN Hair BLONDE ^ 

1. Key the Driver License Number (no spaces are necessary). 

2. ITAB right"] and key the State abbreviation and Expiration Date. 



3. Key Date of Birth. 

4. If you keyed your SS# on the Training Menu Screen, it will be pulled forward. If not, key the SS#. 

5. Key Height, Weight, Eye Color and Hair Color 



to move cursor to the next section, if necessary 
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Section 4- Additional Driver 



/ i ^ N 

I ADDITIONAL DRIVER CY/N) Y Driver Name TIM HILLMAN Age 25 | 

1 Addr Lic# 3 St_ Exp | 

: ^ 

1 . Key Y - Yes for an Additional Driver. Key the name of a family member or friend. 

2 I TAB RIGHfnto move the cursor to the next field. Keythe Age of the Additional Driver. If you do 



not know the exact age, but knov^ they meet the age requirement, key 25 
3. Key additional Driver Address. 

I TAB RIGHTI to move cursor to next field. Key Additional Driver License Information 



1 to move cursorto the next seaion, if necessary. 



Section 5 -Out of State 



I Otrr OF STATE (Y/N) CT^ ILLINOIS 1 

v_ . . ^ 

Key Y - yes and key the State(s) to which the renter plans to travel. 



Press I enter] to accept the information keyed and advance to Screen 2. RALPH will scan the information 
you have keyed from top to bottom. If any errors exist, orif a field has been left blank, an ERROR MESS AGE 
displays at the bottom of the screen. This message will explain exactly what needs to be corrected and the cursor 
will be placed at that field. Seethe section on ERROR MESSAGES for more information. 



Make any necessary corrections and press | ENTER | again. Repeat this procedure until Screen 2 appears. 



NOTE: The function keys will be discussed in detail at the end of this exercise, page 2-14. 
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Screen 2 is broken down into three sections. 



r 



2 Source Cust# 999999 

COMPANY BILL TO (Y/N) _ Cust# 

Complete If Name 

Cust #999999 Street 

City 

Phone 



ID 999 

ID Attn 



ST 



(Company Name** 
Zip 



) 



Ext 



3 CLAIM/ POL/ P0# 



(C/Claimant, I/Insured, T/Theft) 

Loss Date Car Sale Referral 



Max Amount 
Insured 



SHOP Cust# 

Car Yr' 



Name 



Make/Model 



Attn 

Phone ( 000 ) 000 - 0000 



F2-Cust List F3-Exit F4-ID List F5-Rates/Rules F7=AAI F8-Prewrite 

F10=CC Approval Fll=CK Approval FI2=Pr€V 



1 . Special Instructions: If Special Instmctions exist for the Source Customer Number, they will 
be displayed. 

2. Company Bill To: This section requires a YES or NO answer If yes, the Customer Number to be billed, 
the ID # and other company information are required. 

3. aaim/PolyTO#: This section requires the Claim, Policy or Purchase Order Number along with information 
regardingthe Damaged/Stolen Vehicle, Insurance Rate and Shop Information. 



NOTE: The function keys will be discussed in detail at the end of this exercise, page 
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Section 2 - Company Bill To 



^ Source Cust# 999999 ID 999 . 

' COMPANY BII-L TO (Y/N) _ Cust# ID Attn 

I Complete If Name (Company Name**) I 

1 Cust a 999999 Street I 

I City _ I 



^ Phone ( ) - Ext ^ 

Key " Y"-Yes in the Company Bill To section. Key your Last Name in the Bill to Cust# field and press 
F2=Cust List. Key " 1 " in front of your name on the list. Or press F8=Group to access the Group list if your 
name is not on the Branch list. This will automatically take you to the Source ED List. Key " 1 " next to 999 
UNKNOWN**. . 

NOTE: If your name is not on the list, key 999999 as the Cust# and 999 as the ID. Key your name on the 
Attention Line next to the ID field. The Name and Address section must be completed if 999999 was used as 
the Customer Number. Key the following if 999999 was used: 

Your Name (LAST* FIRST*) 

Somewhere Lane 

Anytown, US A 12345 

Phone Number: 123-456-7890 Ext. 123 



to move the cursor to the next section. 



Section 3 - Claim/PoI/PO# 



^ CLAlM/POL/PO# Max Amount ^ 

I {C/Ciaimant, I/Insured, T/Theft) _ Insured I 

I Loss Date " Car Sale Referral I 



I 
I 



SHOP Cust# Name ' Attn 



Car Yr Make/Model Phone ( 000 ) 000 - OOO^ 



Key the Claim # - ABC9876-02. Key the Max Amount to be paid by the insurance company -"17 per day" 
on the first line and "30 day Max" on the second line. Key an "I" in the selection field for Insured. Key "Sally 
Brown" as the insured. Key yesterday's date as the Loss Date. Key an "X" if the customer would like their 
information forwarded to the Car Sales department to be put on the prospective car sale purchaser's list. 
F2=Cust List to look up a Shop Cust #, X the shop customer. The customer's name and phone # will forward 
to the screen. Key "Bob" as the contact. Key "94 Chevy Blazer" as the Yr/Make/Model. 



ENTER I to advance to Screen 3 If any errors exist, correct them as you did on the previous screen. 
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Screen 3 is broken down into four sections. 



1 



2 


Callback Type 


B/S Adj 


Svc Cust 


3 


Calendar Day 


24 Hour Day _ 


Specials _ 


4 


Sales Tax % 


Fuel Charqe 


Fez 


DroT> Charqe 


Drop Location 






GOVTSCHG 


06% 






AP/ACC 


06% 






LESERTAX 


10% 


Additional Driver Indicated x 




ADDLDRVR 


2.00 per day 



F3«=Exi.t F5=Ratea/Rules FS-Prewrite FI;0=CC .Approval Fll«Check Approval 
F12=Previcus ■ J 



1. Special Instructions: If Special Instructions exist for your Bill To Customer Number, 
they will be displayed. 

2. Callback Type: A "Callback" is a service offered to all customers. The rental branch personnel places 
calls to Body Shops and Service Departments to check the status of the customer's vehicle. Calls are then 
made to adjustors for extensions and to customers to pass along information (the car is ready, last day the 
insurance company will pay is XXX, etc.). This section requires the Callback Type to be marked with an 
"X". The CaUback Type will help RALPH distinguish the callback list to which this ticket should be as- 
signed. 

3. Calendar/24 Hour/ Specials: You can decide here whether billing will be on a Calendar day or 24- 
hour basis. You can also go to the "Specials" screen by placing an X next to Special. 

4. Taxes and Additional Charges: This section will display tax information, fuel charges, and additional 
charges that have been customized by Group/Branch. You can choose what charges apply by simply 
placing an X in front of the charge. You can also note if a drop charge applies. 



NOTE : The function keys will be discussed in detail at the end of this exercise, page 2-14. 
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Section 2 - Callback Type 



j callback Type _ B/S _ Adj _ Svc _ Cust 
V 

Key an "X" to mark this ticket as both a B/S and Adj. Callback 



I 
I 



Section 3 - Calendar / 24 Hour / Specials 
"!-:—. . ■ — — — " ' ""^ 

Calendar Day ._ 24 Hour Day _ Specials _ . j 



to move cursor to next line and Key an "X" in the selection field for 
Calendar Day 



Section 4 - Taxes and Additional Charges 



Sales Tax % Fuel Charge Per 

■Drop Charge Drop Location 

GOVTS CHG 06% 

._ AP/ACC 06% 

: _ LESBRTAX 10% . 

' ■: ADDLDRVR 2.00 per day Additional Driver Indicated 

F3=Exit F5=Rates/Rules F8=Prewrite F10=CC. Approval Fll=Check Approval 
^12*Previous .. . 

The Sales Tax/Surcharge and Fuel Charges will be preloaded by Ralph. The fields for Drop Charge and 
Drop Location will remain blank for this exercise. You may see a few other charges in this section. These 
charges are Group/Branch specific and have been customized by your Group Business Manager. 



ENTER I to advance to Screen 4. If any errors exist, correct them as you did on the previous screen 
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Screen 4 is broken down into six sections. 



r 1 

CAR TYPE REQUESTED 

RATE CUOTED % -00 


F5=Rates 


2 


Tiine 


^c;^Ar^ Chas If Diff Date Time 
Cust Ext Date Time 


Auth Until 


Date 000000 




ECAR # 


3 License # 


Or Serial # Not on File 


RATE 

; MI LEAGE 

4 


,00 /Hour 

/Mile After: _ 

^ No Charge 


00/Day . OO/Week . OO/Month Disc% 

/riiiTT /w^a^lt /Month 


DW 

PAI 

SLP 


.00 /Day 
.00 /Day 
5.99 /Day 


$136.34 Est Charges 


5 DEPOSITS 


Cash .00 


Check .00 CC -00 


eilLLBACK MOTK 
6 Update Code 


Emp# Emp# if Different 


F3=Exit F5=Rates /Rules F6=Unit5 Avl F7=AAI F8-Prewrate: 
. PQ-Tfn^^ P^nd F10=CC ADnroval Fll=Ck Aprvi F12 = Prev F16=Est Chgs J 



1 CarTypeRequested/RateQuoted:ThisinformationwillbepulledforwardfromtheBranchorNational 
Reservation. IfaCar Type was not requested, oraratewasnotquoted,NONEwillbedisplayedmthisfield. 

2 Date Out/Current and Customer Ext: Today's Date and Time will be supplied by Ralph. CurrentExt 
Date appears if you placed an "X" in B/S, Adj or Service Callback. Customer Ext date appears if you placed 
an"X" in Customer Callback. 

3. ECAR#: This section requires an ECAR Number and License or Serial Number to be keyed. Youcan 
keythisfromthekeytagorbyusingF6=Units Available. Ifthe unit information is not available, use 
F9=Unit Pending. The ticket will print, but you must completethisinformation, when available, using option 9 
ontheECARS MainMenu, "CompleteaTicket". 

4. Rate:Thissectionrequiresinfonnationregardingthedailyrate,alongwiththemileageUmitationsandchM^^^^ 
Estimated Charges, Damage Waiver, PAI and SLP daily rates are also included in this section. All rates are 
examples only . Please check with your Group for correct rates. 

5. Deposits: This section requires information regardingthe deposit to betaken at the time of the rental and 
how it was received. 

6. CallbackNote: Key a briefnote in the Callback Note field, as necessary. This note pulls forward to the 
Rental Ticket for reference. 



NOTE: The function keys will be discussed at the end of this exercise, page 2- 1 
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Section 1 - Car Type Requested/Rate Quoted 



r ' — — " ^ 

CAR TYPE BEQ None 
' RATE QUOTED None ' 
^ 

This information would be pulled from the reservation if available . 
Section 2 - Date Out 

^ DAms: OPT ■ L ::iTime- . _ ,-.(.Start -,Ch!gs If .Dif f .Date Time . 

I Curr Ext Date ^ Time | 

^ Auth Until Daite OOOOO^D^ ^ 



to move cursor to the Current Ext date field. Key today's date. Followthis example: June 10, 1997 
should be keyed as 061097. October 02, 1997 should be keyed as 100297. 
to move cursor to the next section. 



Section 3 -ECAR# 



^ ECJOl # ; ; I Li cens e -M ■ Or -Serial :# Not on File ^ 

Press F6= Units Available. The following is a partial display of the Units Available Screen. 



XJNITS ;K0T RENTED - PP®i Next Unit P01844 CCRA16-A 

Next Branch 



Onit-»# Iiicense-# BB :YR Make Modi Sers Color Shp l*aat-I*ocation 

(]x^PG0174 ;;?DQ174 : 94 PONT BONN . SE4D WHITE PPGM NEW STK 

;P0G227 .PG0227 94 PONT GPRI LE4D GKAY PPGM 



Place an "X" in the selection field to the left ofthe unit to be rented | ENTER| The unit information will be 
pulled forward to the rental ticket and Screen 4 will reappear, 
to move cursor to the next section. 



Section 4 - Rate 



RATE 

MILEAGE. 

DW • 
PAX . 
SLP . 



;; ■;:^^Mi"l€ vAfter.: 
_ ;No Charge 

; GO /Day 
::^,*.0G /Day 
'5.99 /Day 



, 00/Day ,.00/Week 

/Day ./Week /Month 



S136-.34 Est Charges 



. 00/Month Disc% 



L Key 1 6.99 1 FIELD EXITI in the Daily rate field. [ 
2. Key an "X" in the No Mileage Charge field. 



3. Key 7 I FIELD EXlf] in the Damage Waive r Field. Key 1 I FIELD EXlfl in the PAI field. 
SLP amount will be preloaded. [FIELD EXlTl over it to remove the charge. 
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Section 5 - Deposits 



DEPOSITS Cash C 100 
V 



Check 



,00 



CC 



,00 



\ 



Key 1 00 IFIELD EXITl in the Cash field to designate a $ 1 00 Cash deposit, 
to move cursor to the next section. 



Section 6 - Callback Note 

'callback NOTE * — 



1^ .. . : 2 Update Code . :Einp# 55555 Einp« if Different: OOQOQ: : - 1 

1. Key a brief note, as necessary. 

2. Key your Update code and your 5-digit Employee Number. 

I ENTER I to accept information keyed. Correct any errors, if necessary. The ECARS Training Menu will 
be displayed when ticket is accepted. 



Congratulations! 

You have just completed your first rental ticket. 
In the "live" ECARS program, the completed rental ticket would print fi-om the DRTicket Printer. 
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FUNCTION KEYS FOR OPTION 1 - OPEN A TICKET 



Listed on the bottom portion of each screen are several Function (F) keys. Each one performs a function that 
may be used while opening a ticket . 



F2 = Cust List 

F3=Exit 
F4 = ID List 

FS = Rates/Rules 

F6 = Units Avl 
F7 = AM 
F8 = Prewrite 

F9=ClrRntrID (Screen 1 ) 

F9 = Unit Pend (Screen 4) 

F10 = CC Approval 

Fll =CK Approval 

F12=Prev 

F13=Insurance 

F14=Credit Ck 
F16 = Est Chgs 

F21=ID Rntr 

F23=More Keys 



Displays a list of customer names and numbers that are to be 
used for sourcing and/or billing . 

Return to EC ARS Main Menu. 

Displays a list of ID numbers for individual adjust ors, agents, etc. 
for each customer number. 

Allows access to Rates/Rules in Special Instructions for that 
customer. 

Displays list of all units available for rent and in the shop . 
Allows access to the Inquiry Programs. 

Allows a daily rental ticket to be written when only a portion of the 
ticket information is available. 

Allows you to clear existing customer information from fields so you 
can key new information. 

Allows a daily rental ticket to be written without keying the unit 
infomiation. 

Allows access to the credit card swipe window for deposits, 
authorizations, payments, etc. 

Allows access to the check authorization window. 

Allows access to the previous screen. 

Allows access to a screen to key Renter's insurance coverage 
information. 

Allows access to a screen to key Renter's credit information. 

Displays an estimated calculation of charges when opening a 
ticket for accurate credit card authorization and charge procedures. 

Allows you to to locate previous renter information without exiting 
the reservation. 

Allows you to display function keys that are not shown when the 
screen is in the original display mode. 
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FYFPrrSF ? OPEN A TICKET - 24 HOUR 



This exercise will guide you through Option 1 - Open a Ticket for a 24 hour clock. Be sure to follow 
the format exactly as stated in this workbook. This ticket will be used again later! 



If the ECARS Trainin g Menu is not still on the screen from the previous exercise, key AARTOl on 
the Enter Request line |ENTER| . The ECARS Training Menu will appear. 



:^CA»fl - EOTBKPJa^E cOMPtmiR: ASSISTED :BEOTAL SYSTEM 



(p-. Open : A Ticket ; . : 

.: 2 - Correct : A 
3. - /Switcfciing: Units/ 
: " Changing ; Hates 
5 Closing A.. Ti^^ 



'II'' : fi^eservations 
,;l2i:--.;:. Callbacks ' 
is - Cash Management 



CCRTMU-A 



Training 
System 



■ ■ ■ (TXCKErr. . SERVICES ) • : . 

10 - :Open Ticket X-Ref ' . Name 



Or: Tickets OOOOOO 



pption# _ D# OOOOOO .. Branch <3K 



Name 



Home Phone #:..( 



Res# 



Cmdi-Exit Cmde^Lease Cust 



1. Option Field: Key Option Number 01. 

2. Name: Key the first 3 letters of your favorite celebrity^s last name m this field. 

3 Home Phone#: Do NOT key a Home Phone Number or Driver's License Number this time. 



lENTER I to accept the information keyed and advance to the next screen. 

Locateand"X"yourfavoritecelebrity'sreservationyoupreviouslycreated. This information wiU forward to 



the ticket. 



I CMD 1 I Exit to Enter Request Prompt. 
CMD8 I LeaseCustomer. Information about renting to Lease Customers. 
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Once again, information that was keyed into the reservation should have forwarded to the rental 
ticket. If not, key information as necessary. 



Section 2 - Renter Information 



f^l :REN,TMi OTYPE £ ( 1/B/D/R/C/O) 2 Source Cust # 995999 " ID 

■Name ' .3 " ■ (Last*First* ) 

■ ■S-treet-. :; ■ -4 



•City-;;; ■ 5 ■ ST Zip 

Home Phone { ) - 6 

;:Qff ice Phone ( - ) - - • - -r Ext . ■ ' Employer 

Other; Phone ( 000 ) 000 - OOOO ;7 ; Description ^ 



Local Addr :.: • • - - ■ . - • : ■■ " - • y 



1. Key R- Retail for Rental Type. 

2. Key 999999 as the Source Customer # rTAB RIGHT | . Key 999 as the ID 



3. Key your favorite celebrity's name as the renter. Last Name* First Name* . To key an asterisk, press 



and hold the I SHIFT | key while pressing the 8* key. 



44 ( I I to move the cursor to the next line and key your address. 



1 to move the cursor to the next line and key the City. [TAB RIGHT | to move the cursor 

to the next field and key the State abbreviation. Key the Zip Code. | C ' 
6. Key Home and Work Phone Numbers. Don't forget to include the Area Code. If the extension is 4 digits 
or less in length, key the Extension. Key your Employer Name. 



7,|c M to move cursor to next Ime and Key Other Phone Number (include area code) and Description, 



as need ed. 

8. 1 C ' I to move the cursor to the next line and key the Local Address of the renter if other than 



their home. 

to move cursor to the next section, if necessary. 



Section 3 - Driver License 



i^,..:„.. . .. 2 . 3 „ ^ 

I DL# 123456789 • ST WO: . Expires 052594 DOB 032760 SSN# ^ | 

^Height 6 ;02 . .Weight 175 Eyes BROWN . Hair BLONDS y 



L Key the Driver License Number (no spaces are necessary). 



2. I TAB right] and key the State abbreviation and Expiration Date. 

3. Key the Date of Birth and the Social Security Number, if it has not already been preloaded. 

4. Key Height, Weight, Eye Color and Hair Color. 



to move cursor to the next section, if necessary. 
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Section 4 - Additional Driver 



2 ^ 



i'IdDITIOHM. DRIVER (V/N) S Driver Name TIM HILLMAN Age 25 1 



Lic» 4 ^^ :St_ Exp. 



|Addr_3_____ l^^c^_SL — _~ y 

V 

I. Key Y - Yes for an additional driver. Key the name of a family member or friend. 
2 iTABRlGHT l to move the cursor to the next field. Key the Age of the additional driver. If you do 
■ not know the exact age, but know they meet the age requirement, key 25 

3. Key Additional Driver Address 

TAB right! to move cursor to next field. Key Additional Driver License Information. 



to move cursor to the next section, if necessary. 



Section 5 - Out of State 

N 

I'^OUT OF STATE (Y/N)(25 ILLINOIS J 

V _. : 

Key Y - Yes, and key the State(s) to which the renter plans to travel 

Press I ENTER I to accept the information keyed and advance to Screen 2. RALPH will scan the 
fr^oliS have keyed from top to bottom. If any errors exist, or if a field has been left b ank, an 
Sr Sage win be displayed. This message will explain exactly what needs to be coirected and 
"oSe placed at that field. See the section on ERROR MESSAGES for more information. 



Make any necessary corrections and press fENTER] again. Repeat this procedure umil Screen 2 appears. 
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Section 2 - Company Bill To 



Source .Cus1:# 999999 ID 999 

COMPAHY BILL TO (Y/N)^N) Cust# ID Attn ^ 

. Complete If Name (Company Name-) 

Oust # 999999 Street 

City 



ST Zip 



Phone ( > - Ext 




Key N - No. There will be no company billing for this exercise, 
to move the cursor to the next section. 



Section 3 - Claim/Pol/PO# 



- 1 



^ CLAIM/POL/PO# ■■■■ ■ ■ ■ ' ■ Max Amount _. ' " 

I (C/Claimant, I/Insured, T/Theft) _ Insured. 

I Loss Date Car Sale Referral. _ : 1 

I • I 

I -SHOP Cust# ^Name Attn ■ j 

Car Yr _ Make/Model _ J L—lS— — ^ 

This section will remain blank for this exercise since there is not a direct bill set up. 



ENTER I to advance to Screen 3 . If any errors exist, correct them as you did on the previous screen. 
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Section 2 - Callback Type 



callback Type _ B/S _ Adj _ Svc _ Cust 



I 



I 

! 



Key an "X" to mark this ticket as a Customer Callback. 



Section 3 - Calendar / 24 Hour / Specials 



\ 

I 

Calendar Day _ 24 Hour Day _ Specials _ , ■ j 



v.. 



TAB RIGHT to move cursor to next field an Key an "X" in the selection field for 24 hour. 



Section 4 - Taxes and Additional Charges 



N 

Sales Tax % ^ Fuel Charge ^ 

Drop Charge Drop location ' — ■ 

GOVTSCHG 06fe 

. LESEHTAX . . . 10% 

ADDLDRVR 2.00 per day ■ Additional Driver Indicated 

F3==Exit F5=Rates/Rulee ; :F^^ Approval : ril=Check Approval 

■■Fl:2-Previous- \ ■ ■ y 
. — ■ — — 

The Sales Tax/Surcharge and Fuel Charges will be preloaded by Ralph. The fields for Drop Charge and 
Drop Location will remain blank for this exercise. You may see a few other charges in this section. These 
charges are Group/Branch specific and have been customized by your Group Business Manager 



ENTER Ito advance to Screen 4. If any errors exist, correct them as you did on the previous screen. 
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Section 1 - Car Type Requested/Rate Quoted 



^ CAR TYPE REQ ^one 
' RRTE QUOTED None 

\ ; 



I 



No information is available for this exercise. 



Section 2 - Date Out 



^ 



|DM?E om V Time (Start Chgs if Diff Date ^Time ) | 

, ■ Cust Ext Date_ ;TimB ] 



to move cursor to the Cust Ext Date field. Key today's date The other fields in this 



section will remain blank for this exercise 

to move cursor to the next section. 



Section 3 - ECAR # 



I ECAR # . License ^ Or Serial # Not On File 

V ^_ - — - 

Press F6=Units Available, The following is a partial display of the Units Available Screen. 



1 





UNITS HOT REimaD - 3?PC3M 


Next Unit P01844 








Next Branch 






-# BB Yr Make Modi S«rs Color 


Shp Xast-Location 






94 PONT BONN ::SE4D ^WRITE 


PPGM 


NEW STK 




94 PONT GPRI LE4D ..GRAY 


PPGM 





Place an "X" in the selection field to the left of the unit to be rented I ENTER I The unit information will 
be pulled forward to the rental ticket and Screen 4 will reappear 



to move cursor to the next section. 
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Section 4 - Rate 



^ ■ 00, ::/.Hcur 



:RAffi 

■MILEAGE 1 • ■/Mil^ After: 



, 00- . /Day 
/Day 



,00 



PAX:; 



^.:00 .//Day.^: ; • 

:V.0O /Day, : : 



/Week 

/Week- 



00 / Month 
/ Month 



Disc % 



1. Key 6 



FIELD EXrrl in the Hourly Rate field. Key 24.95 IfIELD EXIT] in the Daily Rate field. The 



Weekly and Monthly Rate fields will remain blank for this exercise. The field for Discount will remain 



blank also. 



2. Key 25 in the Mileage Charge field. Key 100 in the Per Day Mileage Allowance field. Weekly, Monthly 
and No Charge will remain blank. 



to move cursor to Damage Waiver/Day Field. 



3. Key 9 I FIELD EXifl in the Damage Waiver field. Key 1 1 FIELD EXIT 
FIELD exit] over the SLP amount to remove it. 



in the PAI field. 
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Section 5 - Deposits 



The Deposit will be a $200. 00 Authorization by Credit Card. Press F 1 0=CC Approval The following 
Pop-Up Window will appear. 



Swipe a credit card (MC, AMX, VISA, DISC). This is 
the training system, no records wiU be produced, so you 
may use your own credit card. Once the card is swiped, the 
next screen wil l appear bu t if the credit card was NOT 
swiped, press I ENTER I for the next screen. 



iOO 



.r:equ x r ed - for : call r- in s I 



If the card was swiped, the CC #, Exp. Date and 
Card Holder Informat ion will be displayed. If 
you pressed ENTER , key the information. 



Key "A" - authorization as t he transac tion type. 
Key $200 . 00 as the amount . | ENTER] to accept 
the information and return to the ticket. The 
information from the swipe window will for- 
ward to the ticket. 



to move cursor to the next section. 



Section 6 - Callback Note 

^cALt^CE mr& 1 ■■ ^ 

I . ; \ Updat:^ Code • Emp# 00000 Ert^# if Dif ferent 00 000 --v: I 

1 . Key a brief note, as necessary. 

2. Key your Update Code and five-character Employee Number. 



I ENTER I to accept information keyed . Correct any errors, if necessary. The ECARS Training Menu will 
be displayed when ticket is accepted. 



CONGRATULATIONS! You havejust completed your second rental ticket. Inthe "live" ECARS program, 
the completed rental ticket would print from the DR Ticket Printer. 



Two down, one to go! 
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EXERCISE 4 SPECIALS 



Exercise 4 will guide you through opening a ticket with a Weekend/Holiday special rate. You will be the 



renter. 



Use Option 1 - Open a Ticket and complete Screens 1,2 and 3. In the section "Calendar/ 24 Hour/ 



Specials," 

"X" 24 hour awrf Specials | ENTER] . The following screen will appear 



START tSP.ECIMi. 



^iWEEKEMDx SPECIAL-RATES 



Date: 05119S ■:. Time 092 5 AM OR Date _. ' Time 



END' special : : ■ ; ■ Date • -/^ -Time 



^m^sh<'^^^-'P^ . ■ ' ; .;;.0R-' . No Charge ■ 



PACKAGE^SPECIAlI:- .^''/'Ei^t^^^^^^^ 

WMil^sW , ■ . : -/-^"Day:- ./DR: / _-NO; Charge , . 

•F3=Main Menu: ■ F5=Rat:^s/Rviles. . <F7^^^ 
V ^ 

Two Options are available for Special Rates. 
Option 1 - Daily Special. 

Option 2 - Package Special (one price charged for a specific number of days and miles). 

1. Key an X in the slot to the left of the current date and time. If you wanted to start the special at a date/ 

other than the current date/time, you could key the appropriate date/time in the field provided. Key the 
date and time that the special will end. 

The Start and Stop Dates are very important, especially if the renter has the vehicle for any length of time 
before or after the Special Rates apply. 

For this exercise, we will use a daily rate of $19.95 per day/ 100 miles per day. 

2. Key the Rate and Mileage information in the appropriate fields in the section for Daily Special. 
ENTER I Screen 4 for a 24 hour rental will appear. 



F3=Main Menu. Return to the ECARS Main Menu. 

F5=Rates/Rules. Allows access the Rates/Rules Screen. 

F7=AAI. Allows access to inquiry programs. 

F 1 2=Previous Returns to the previous screen. 
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It is imperative that this screen be completed. The customer must be notified that if they have the vehicle 
BEFORE or AFTER the Special Rates apply, they will be charged the Regular Daily Rate for that vehicle. 
These rates will be printed on the rental contract along with the Special Rates. 

NOTE; Onlv one special rate is allowed per rental contract. If the customer has more than one applicable 
special, the contract must be closed and a new contract opened reflecting the new special. 

Complete Screen 4 - Unit, Rate and Damage Waiver/PAI information. Use $8.00 as the hourly rate and 
$32.95 as the Daily Rate with 1 00 free miles - overmileage at 25 cents per mile. 

A deposit of $100.00 will be taken by check for this rental. Press Fl 1= CK Approval. The following 
Pop-Up Window will appear. Your Group may or may not use a Check Approval Service on a daily basis. 




The driver's license number, state and expiration date will be pulled forward fi-om the rental contract. If 
the customer issuing the check is not the renter, key the new driver's license information. 



Key the amount of the check lENTERI. The window will return stating the check has been authorized, 



along with the authorization number. I ENTER I to return to the daily rental contract 



Resume keying any information needed I ENTER I to complete the ticket. 



Congratulations! 

You have now successfiilly opened a daily rental ticket for each of the rental ticket categories; 

24 hour. Calendar Day and Specials. 
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FXERCTSE 5 OPEN TICKFT CROSS REFERENCE 

Exercise 5 will show you how to look up an open Daily Rental Ticket by Name or Ticket #. This option 
is very helpful for identifying Gpbr, Unit Number and License Number information. 



^cjiRS^ ^ ^^n:sBSf^ system 

.11 - Reservations • 



:! i; - Open A Ticket 
[ 2; - C&rrect . A Ticket . 
: : : 3 -^ ^a wit chin ts / 
Changing; Rates 
T Closing A Ticket 

?lTICKET ''SERVICES) ' 

"31- Open: 'Ticket -X-ftef 



CCRTMU-A 



TRAINING 
SYSTEM 



12 - Gallbacks 

15 - Cash Management 



Name SMITH 



Or Ticke 



it# 000000 j: 



i. Option* 



D# 00 00 00 Branch GM 



Name . - . Home Phone . # 



_V Res# 

ST/*RDV _ 



Onadl^Exi t : : Cmd8 =rl»e as e : Cus t 
^ _ 



1. KeyOption# 10. I TABLEFTH to position the cursor in the selection field to the right of the Option 
Number. See the box marked on the example. 

2. The customer's last name is keyed in Field A. If the ticket number is known, but not the custo mer name, 
key the ticket number in Field B . For this exercise, key your last name in Field A |ENTER | The 
following screen will appear. 



K«T OErtenier's name here ta look tsp aaothcr tk^ 



CCRA14T 



Customer Haoa 

SMITH* ROBERT* 

Cmdl -Return Cmd3-Main Menti : Cmd7=AM 



GPBR Ticket Unit # 

PPGM 999007 P.00224 



License # 

P00224 



The Open Ticket Cross Reference displays the customer's Name, Gpbr, DR ticket number. Unit # 
and License #. 

You may look up another ticket f rom this s creen. Key your favorite celebrity's last name in the section 



marked Next Customer and press lENTERl . RALPH will locate that name and display the information 



Write dow n the numbers of all the tickets you created. Return to the Training Menu by pressing 
CMP 1 I . 
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ECAd.S - .ENTERPRISE COMPUTER ASSISTED RENTAL SYSTEM CCRTMU-A 



1 - Open A Ticket il - Reservations 

2 - Correct A Ticket 

3 - Switching Units/ 12 - Callbacks 

Changing Rates 
5 - Closing A Ticket 15 - Cash Management 



TRAINING 
SYSTEM 



(TICKET SERVICES) 



d) - Open Ticket :X-Ref ^ 



A 

Name SMITH 



B 

Or Ticket# 00 00 00- 



— — — '1 

Option* ^ 0# 000000 Branch GM 

- Name \ SSN# Res# 

BL# ST/PROV 



^mdl°=Exit Cmd8=Lease Cust 

Look up the ticket by keying the daily rental ticket number. 
L Key Option # 10. 

2. Key the daily rental ticket number in Field B. | ENTER | The following screen will appear. 



NEXT TICKET # KVvtiiPfi«tTk;ket#here CCRA14- 

Ticket GPBR Customer Name License # Unit # 

9:9.9.007. . P.PGM .SMITH* ROBERT* P00224 P00224 



Gmdi=rRetum :Citid3=^ain Menu Cmd7=AAI 

\ — 

The Ticket Number, Gpbr, Customer Name, License # and Unit # are displayed. 

To look up another ticket from this screen, key the ticket number in the section Next Ticket Number 



ENTER I RALPH will locate and display the information. 



CMD 1 -Return Return to ECARS Training Menu. Inthe "live" EC ARS System, CMD 1 recalls 

the Ticket Services Menu. 

CMD 3=MainMenu Main Menu. In the Training System, CMD 3 returns the Training Menu. The 

"live" system will return to the Main ECARS Menu. 

CMD7=AAI. AAI. Access Inquiry programs. 
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EXERCISE 6 CORRECT A TICKET 



Option 2 . Correct a Ticket, allows you to correct/add/delete information on an open Daily Rental Ticket. 
This option is most commonly used to add claim information, shop information, additional drivers, etc. 
This option is NOT used to switch units or change rates. 



EO^ - BOT^ IffiKTEM- SYSTEM 

yy':-/ - 11 — Resexvaticns 



(2) - Correct: A : ticket i 

Changing; : tote s : 
:.;S ClDsin^g -Ticket 

10 : - Op en; Tic ke t: X--Be f 



;CGKTMU-A 



TRAINING 
SYSTEM 



.12 - Callbacks 

. IS. " Cash Management 



Naihe ; SMITH 



Or Ticket:* 000000 



Option* 



.Name 



m 999007 : Branch^ 



Home Phone # ( 



ST/PROV 



Cmd l~Exit CnidS-Lease; Cust 



1. Key Option # 02. 

2. Key the Daily Rental Ticket Number (use the lowest ticket number from Exercise 5 ■ Open Ticket Cross 
Reference). 



ENTER] to accept the information and advance to the Correct a Ticket screen. 
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Screen 1 is very similar to that of Option 1 - Open a Ticket. 



Screen 1 



RENTER INFORMATION Rental Type B (I/B/D/R/C/O) Source Cusct 999999 ID 999 

Name SMITH* ROBERT* (Lasr*Flrst* ) 

Street 123 miN STREET^^ ^ 

'City : ANYTOW N ST MO Zip 63141 

;>Home,Bhone :( ^^^^^ Office Phone r 555 ) 555 - 5555 Ext 5555 
.lOther : Phone (.: 000 OpOO Local Address 

Dri^r Liaense ' . .12 3 4 5 67 8 9 S t a t e MO Exp i r e s 052596 

DOB : ■■■^09 1925 ■ Height € 02 Weight 175 Eyes BROWN Hair BLONDE 

:^:/-:SSN;.v# S55- :;55. ^ 555 5. "> | Employer 

mg^^ Y Driver Name JOHN JONES 

Driver Address., ■■T-.y>"' ■ y 

■'■■■-.Driver- License . .^State ■. 



Age 32 

Expires OOOOOO 



; Out Of state 



;{y/N) ...N 



Conqpany BillrrTo :.(Y/N);\ N;- 

.. Con^slete'-'-If /J ^i^^ • 

Cust# 999999: ; Street 

■-. City' " 



XD 



Attn 



(COMPANY NAME**) 



Phone. { OOO ) 000 - 0000 



; .ST Zip. 

:Ext 000 0 



.F2=Cust :List .F3=Exit:;F4=ID List F7=AAI 



Screen 1 includes the sections: Renter Information Driver License 

Additional Driver Out of State 

Company Bill To 



Any information on this screen may be ch anged by k eying directly over what is displayed. Information 
may also be added or deleted if necessary. | ENTER | to accept changes/additions/deletions and advance 



to Screen 2. 



I F2 I Customer List. 

I F3 I Exit to Main Menu . 

I F4 I ID List. 



F7 AAI. Access Inquiry programs. 
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Screen 2 



Current Rate Effective On 06/13/97 



Biii-To. Attri 



Claxxn/POt*/PO# Loss Date 000000 

(C/Ciaimant, I/Insured. T/Theft) _ Insured 



SHOP: Cu3t# Name Attn 

Car Year 93 Make/Model BUICK/REATTACNV Phone# ( 000 ) 000 - 0000 

Surcharge % .5.850 Fuel Charge 5,00 Per RENTAL 

Drop Charge 5.00 Drop Location 

■ Airport Access _ I . 000 % 

: . SLP _ 2.00 /DAY ADD DRIV _ 1-00 /DAY 

F2-Cust riList . Fa^Exit T7=AAI Fl2-Prevlous 



Screen 2 includes the sections: •Current Rate Effective Date •Claim/Policy/PO# 

•Additional Charges •Employee Number 



Any information may be changed by keying directly over what is displayed Information may also be added 
or deleted if necessary. 

Add a $5 .00 drop charge and key the Gpbr Number of another branch in your Group as the drop location. 
Key your 5-digit Employee Number. 



ENTER I to accept information. 



F2 Customer List. 



F3 Exit to Main Menu. 



F7 I AAI. Access Inquiry programs. 



F12 Previous Screen. 
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EXERCISE 7 SWITCHING TJNITS/CHA NGING RA TES 



This exercise will show you how to switch units and/or change rates on an open Daily Rental Contract. 
Use the ticket # from Exercise 3 - Open a Ticket, 24 Hour. 

On the ECARS Training Menu Screen: 

1. Key Option #3. 

2. Key the DR Ticket Number. 



ENTERI The following screen will appear. 



r 



Rentier SMITH* ; KOBEOT* 



;.;;:;'V.V-- 'I>#...9990i:i: .■V.:::.■■ 
;aWITCHXKG:■;UNITS.■-;■■: : 
UNIT : ^^ J>ZXi222 ;■ : :x::D^ <An:^\:-^'^222'^&:^i ; : ; 0a35 , AM:: 



RA03A 



START MILES ,;4SO00 
■ :::EKD miles- ; 4 51 01 



Qia i tinit: returned -:::h ere- :- : ■ . or:- to 
New uni t ; dat e "; io ut . : , 



COR' Serial. #v ':,yM^ Not -onVf fie:;- 



New : r A h e> ; f f ec t i ve date • - ■ ' ■ 



8:35 AM 
Time 



Current/ : 2/24/96; 1:31 PM 



Calendar day _ . ; 724 Hour 0ay; X 

^■i^ate- ' . 6,00 /Hour • i-a;' -"24.. 95 -/Day 
^Mireage'-:^ ;2S.:-://Miie.v-;a"f ter • 10 o : /.Day;- - 
Dam^<je waiver/Da v^^^ : 9 : . ^ VPAI/Day . 1. 00 



Special ■ ;;;.v';;i:Di s count ;/: £Wv ^ • 

- ■ : > 0 0 /Wee k i ; : : ^ r '' ^■■'W^'- / Month: 
:::"•- :• ■:;- -. . " - .^0 -- /Wee fe; ::- • - .0 /Month:: :X:: Wo > Charge 



Ondl^Return ^ , Cmd4=Uni ts Avail , - CmdS-Spec , Cmd6=Rate . . :Cmd7-AAI CmdlO-Prev Miles 



The screen is divided into 2 major sections. 

1. Switching Units: The portion of the screen above the current date and time is used to switch units. 

2. Changing Rates: The lower portion of the screen, below current date and time, is used to change rates. 

Either one or both options may be used. 



I 



NOTE: The command (function) keys wiU be discussed at the end of this exercise, page 7^. 
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SWITCHING UNITS 





r 

D# 999011 Renter 


SMITH* ROBERT* 


j RA03A 
1 Exap# 


SWITCHIKG UNITS 

UNIT 1 DC0232 


2 

DATE/TIME OUT 
DATE/ TIME IN 


022294 0835 
022294 0530 


AM START MILES 45000 
PM END MILES 45101 


3 

Old unit returned 
New unit 


here or to 






License # 


. OR -Serial 


# Not on file -, " - 


(New unit date out 


Time 


out ^ 


) 



1 . Key your five-character Employee Number 

2. Key the returning unit's START and END miles. 

3. Key an "X" to indicate the unit is returning to the renting branch (OR key the Gpbr #, etc. if unit is 
retumingto another location). Key the new Unit, License Number, and Serial Number (if known). 

CMD 4 = Units Available may be used (see page 3-5). 

4. Key the Date and Time the unit switch becomes effective. If the original date and time are keyed, l 
Unit History for the first unit will be deleted, and unit two will be the first unit on file for this daily 
rental ticket. 
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CHANGING RATES 



CHANGING BATE 



-1 Original: 6/01/94 8:35AM Current: 6/02/94 1:31 PM 



New rate effective date 

Galendar day _ .24 Hour Day X 



Time 



Special- 



Discount 00% 



Rate 



6 .: 00 :/houx 



24. 9 5 /day 

Mileage ^25 [/mile after lOQ/day, 



> 00 /week 
0/week 



.00 /month 
0/month 



N/C 



Damage Waiver /day : 9 > 00 



PAI/day 



■ l/GO 



mcid^ Avail. Cmd5=^Spec.. Cmd6«Rate :Cmd7::=AAI ::C^^ Miles 



L Key the Date and Time the rate change becomes effective. Calendar Day, 24 hour and Special may 
be changed by keying X, if necessary. A Special Rate may be added/deleted, e.g.: daily rate or 
package rate. Do not update that information for this exercise 

2. Change the Daily Rate to $32.99 per day, mileage will stay the same. 

3. Damage Waiver and PAI may be added/deleted/changed. 



ENTER I to accept information. 



Congratulations! 

You have finished learning Exercise 7 - Switching Units/Changing Rates. Do NOT press 
ENTER I . Turn to the next page and review the 'Xommand" keys applicable to this section. 
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COMMAND KEYS FOR OPTION 3 - SWITCHING UNITS/CHANGING RATES 



Listed on the bottom portion of each screen are several Command (CMD) keys. Each one performs a 
function that may be used while switching units or changing rates. 



Cmdl=Retum Allows you to exit and return to the EC ARS Training 

Menu Screen. 



Cmd4=Units Avail Displays a list ofBranch Units available to rent 

See example window below. 



^KOT;::SBMrED;-; 5DJ^, Next Unit 

.li'^xj^-^ ^ '. S^y^r -i ' ' 9 V • V v ■ .. : ; ". ; '. y ... Next Brancr; 

■ i^'^iuni^t^ Modi^.;; Ber» Color \ ■ 8hp :^3LBX^rijoGAum ■ . 

■S'x;bc6o7;#D^^ 

""'-iiXrOO^lSl^lK^O^^ •;NX%;-SEJn' ■:XE2n ;GRivi:^ ' , service r: 



To view other Branch "Units Not On Rent" just key the desired branch number in the upper right 



hand comer and I ENTER . Available units will display. 



Cmd5=Spec Allowsyou to create special rental rates, e.g. Weekend 

Specials, Promotions, etc. See example window below. 



:.CaAHGIN&;RATE"l"- yOriginal.: 6/01/94 6:3$ \ftM • Current; 6/02/94 li.:2:9 :AM ; 



SpecxBl Rental 'Rate.; Appiies.. From Start .Date . ; , ?:irne .... 

• To : ^:Stop. :....Oate... ^...Time ■ • — 

.•':--Ret'e:" ...00 //Day. 

.M^teage^^;■=:p•■,<?/Mii■e::Aftex; ■ 0::/:Oay:..V _-No.Charge: ->. : 

■■:>^^^^Liige]^ :;<)0:; ..rnciudfcs -v .■•.vb..Mile^/Excees ,^.Uo c/Mlle;.; . OR: ; _ ;Nc> Charge ■ ■ ■ " 

i::\Crtsdi*'^^eXuxUy^}-^ . .CmcS12«erevioue : Screen . 



Key the Start Date and Time the special rate is to begin. Choose Option 1 or Option 2, as needed. 
Option 1 requires new Rate (per Day and per Mile), Key X in No Charge field, if mileage is waived. 

-OR. 

Option 2 requires Package and Mileage Rate specifications. Again, key X in No Charge field, if 
mileage is waived. 
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Cmd6=Rate Displays current rental RateHistory on top portion of 

screen, followed by previous rate history information: 
Date and Time charges started. Rate/per Day, Mileage 
(unlimited orcharged). Damage Waiver or PAI purchased. 



RA^TE HISTORY : Ticket # t>02692 1 PPGM CCRHIR^D 

C -Start Charges 02/20/94 10: DO AM 

U - Currant rate 6- 00/Hour 32V99 /Day 
R Free Miles 100 /Day 

K . .Uaaage Waiver 9,00 PAX 1.00 Excess Miles At 25: MI 

: Start Charges 02/22/94 08t30 AM 

Rate 6.00/Hour 24*95 /Day 
Free Miles 100/Day 

. Damage Waiver , 9.00 PAI 1*00 Excess Miles At 25 MI 



Cmdlfsrltetum Erkt€r==Previous . Screen 



Cmd7=AAI Allows access to the Inquiry Programs. 

CmdlO=Prev Miles Allows you to change previously keyed mileage. 
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This Page Blank (uspto) 



FYFRCrSF 8 CALLBACKS 



Exercise 8 will guide you through Option 12 . Callbacks - to view or update Open Rental Tickets and 
Reservations for your Branch or for another Branch on your machine. Also, the callback history will 
remain with the ticket after it has been closed. This is helpful if you have an adjustor or customer 
who has a question about a closed rental ticket. 



■liCARS M^^K^^ ASSISTED BENTAX* SYSTEM 



':2,.'- Correct . A Ticket; ■ 
' 3 i - • : S wi t ching .:XJni t fi / : 
■ ■ . Changing . Rate^ / : , 
;:S - closing A Ticket 



- Reservations 
. ; (12) - Ca 1 1 ba c ks ; _ 
.. IS - Cash; Management 



CCRTMU--A 



TRAINING 
SYSTEM 



■ : ^OPtion#-^^ D# ;000000 Branch AC 



Home Phone # I 



) 



Or Tickets OOOOOO 



. Res# 
ST/PROV 



Cmdl=Exit Cind8=Lease Cust 



On the ECARS Training Menu, key #12 on the line following Option # I ENTER 
Menu Screen will appear. (See example screen on following page). 



The Callback 



NOTE: It is very important that you pay attemion to detail while keying or updating all callback 
information. It will eliminate problems if you are careful at the start. 



Turn to the next page and learn all about the Callback System. 

Good Luck! 
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Callback Menu Screen 



CALLBACK MENU AACBOl-1 
1 



OPEN TICKETS ;:FOR GPBR PPGM AS OF 060694 



-.C REVIEW TICKETS NEEDING EXTENSIONS } 2 
■ ...^ -SERVICE ■ • : 


(Section!) 






( REVIEW BRANCH RESERVATIONS :^v-^^:' • 


(Section!) 


::■ CALLBACKS : -OR^ INCOMPLETE ; ' RESERVATIONS . 

•.Jx;^::::''.:,-. no-shows -for date. TIME 
• : : - NOr^SHOWS^ . F^ :. : 


GPBR PPGM or GP 

GPBR PPGM or GP 




J 



There are 2 Callback Sections: Open Rental Ticket Extensions and Branch Reservations. 



1. Open Tickets: RALPH automatically supplies your Group/Branch Number and current date. To access 
another branch's tickets you may type their Group/Branch Number directly over yours. The same applies for 
the date. If you would like to see the callbacks for a different extension date, key that date over the date 
shown. 

2. Review Tickets Needing Extensions: This section requires you to select an option - to review tickets 
needing extensions by: Body Shop, Adjuster, Customer, Service, All, or Specific Name. 

NOTE: Most of the time you will want to look at the Body Shop calls first to find out the status of the 
customer's car. Next, you would make the Adjustor calls to relay messages fi"om Body Shops. In some cases 
you will want to make the Service calls before the Adjustor calls. Finally, you will want to make the Customer 
calls to tell them what both the Body Shops and Adjusters told you. 

'OR- 

3. Review Branch Reservations: This section requires you to select an option - to review Incomplete 
Reservations or Reservation No-shows, as needed. 



NOTE: The function keys will be discussed in detail at the end of this exercise, page 8-19. 
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Now, let's take a closer look at Section 1 - Review Ticket s Needing Extensions. To start, key X to 
select Body Shop calls on the Reservation Menu Screen I ENTER I to prompt the associated screen, 
shown below. 



Section 1 - Body Shop 

.......... 



BODY SHOP CALLS 



: he3Ct;;shop 



5 Print {Y or N) /n^ 







5 :# OF : 


iSHOPl 




CALLS 






007 




999-999-^:9999 


:, 003 






" 003; 




-777-777-7777 


002 




::e89-89a"98:9B 


001 




6 66- 666-^ 6 666 


■0Q2. 




333-3 3.M-33:j3 


V oor 



: iiBILL^ S REPAIR :ELACE 



"■■■*;*:*;■ 



The Body Shop Screen lists all body shops alphabetically, including phone numbers and the number 
of calls to be made to that shop. 

1. Next S hop (optio nal) - Key the Shop Name you chose when you opened the Calendar Day ticket. 

OR' 



Press ENTER . The next list will appear. 



2. Shop Name - Key X by the Shop Nam e you had entered. I < — ' I to move cursor down the list 
of names, as needed. Press I ENTER | . The Body Shop Selection Screen will appear, listing 
customers who are having their cars repaired at that particular shop. See example screen on the 
following page. 

3. Shop Number - Displays shop Customer Number. 

4. Shop Phone Number. 

5. Number of Calls - Displays number of calls to be made to Shop. 
" to move cursor to top right of screen. To Print a copy of the Body Shop Callback 



Screen, key Y=Yes over defauh N=No. 
Reminder! Use your roll-up and roll-down keys to scroll backward or forward through Shop listings. 
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Section 1 - Body Shop Selection Screen 



BODY SHOP CALLS 



11 CB07-1 
PRINT (Y OR N) ^ 



BODYSHOP** 3 
987-654-3210 9999999 



ABLE* ALICE* 



DAVIS* TOM^ 



JONES SUE* 



CALLBACK 
CURRENT STATUS 
YEAR/MAKE/MODEL TICKET* GR/BR EXT DATE B/S AD J 
4 5 6 7 8 9 

94 FORD TAURUS * D027415 0101 06/15/94 DO DO 



Notes 
10 



Notes 



DO 



90 .CHEVY LUMINA 
Notes 



* D027420 0101 06/20/94 DO DO 



* INDICATES TICKET WITH EXTENSION DATE GREATER THAN 2 DAYS OLD 

^ Cmd 1« Exi t Cmd7 =AAI Cmdl2 = Pre vious^ J?2i^^^ii? £^^^^ ^ 

1 . Displays Body Shop Name/Phone Number and 6-digit Customer Number. 



2. Customer Name - Key X by your name. | ( ■ to move cursor down the list of names, as needed. 
Press ENTER . The selected Body Shop Detail Screen will appear See example screen on the 

following page. 

3. Displays Customer Number 

4. Displays Year/Make/Model of customer vehicle. 

5. Displays Rental Ticket Number. /Vn extension flag ( * ) indicates ticket has an extension date that is 
more than 2 days old. Definitely make all extension flags a priority! 

6. Displays Group and Branch Numbers. 

7. Current Ext. Date - Displays current extension of specific rental ticket. 

8. Callback Status Body Shop - Displays shop callback status - LM (Left Message), DO (Make Call), 
OK (Call Made). 

9. Callback Status Adjustor - Displays adjustor callback status - LM (Left Message), DO (Make Call), 
OK (Call Made) 

10. Notes - Key Body Shop notes. Notes will forward to Body Shop Detail Screen. 

NOTE: You must still go into each detail screen and update the callback status (LM/DO/OK) for each 
customer, even after keying notes. 



io move cursor to top right of screen. To Print a copy of the Body Shop Selection Screen, 



key Y=Yes, over default N=No. 
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Section 1 - Body Shop Detail Screen 

r 



BODY SHOP CALLBACK DETAIL - D100096 



CB50-1 



I 



DATE OUT 06/10/97 8:19AM 
CUSTOMER DAVIS* TOM* 
RATE 15.00 /DAY 



CXJRR EXT 06/15/97 CUST EXT 06/15/97 
HOME PHONE# 333-333-3333 
OFFICE PHONE# 333-343-3434 EXT 2323 
OTHER PHONES 333-343-3435 



BILL-TO Y BILL-TO CUST# 999999 

BILL-TO NAME LENKMAN* - JANE* 
PHONEt 212-212-2121 EXT7896 

; ID/ATTENTION 9.99 JANE LENKMAN . 

I CLAIM/POL/ P0# 

I MAX AMOUNT 25,00 \ ^ 



SHOP* 9999999 FRANK'S AUTO BODY 

PHONE* 314-456-9870 

ATTN Bob Brown 

YEAR 94 MAKE/MODL ACURA INTEGRA 

LOSS DATE 000000 

INSURED 



HEW INFO ^SlP# 



: 06/10/94 :il: 41 AM RENTAL, EXTEND^^^^^^ BY TS 7 4 024 
: :0 6/13 / 3 4 : : 9 r 0 0 AM PROBLEM : GETTING PAINT TO DRY J- '^5026 



STATUS 



m .X : DO 



OK 



5 CALLBACK TYPE X B/S X ADJ 



SVC 



CUST 



EXTENS ION DATE 



BY 



LAST DAY 



BY 



F2-Cust .Lis:t. F3-Exlt. ; ■ .. F5=0pen Ticket F6-Chgs To Date 
F7=AAI F8=Updat4 Tkt-F9=Caliback Notes F10=Rec€ipt Depos Roll=Fwd/Back 

F12=Previous ri3=Xnfiurance F14^Cradit Check 



F15=Reservation 



Any background information you need to know about the renter is available on this detail screen. 

1 . Customer Information - Displays Ticket Number, Rental Date and Time Out, Current approved 
Extension Date, Renter's Name, Renter's home/office/other Phone, plus Rate the renter is being charged 

2. Bill-to Information - Displays the Bill-to Customer Number, Company Name, Phone Number and 
Extension, ID Number, Attention Name, Claim/Policy/P.O. Number, and Max Amount Bill-to Customer 
Number will pay Also, Repair Shop's Customer Number and Name, Phone Number, Cont act Perso n's Name 
at the Shop, Year/Make/Model of renter's vehicle. Loss Date, and Insured's Name is listed 



to move cursor through the fields. To change ticket information, press F8=Update Tkt, then key new 
information over the existing information. 

3. New Information - Displays all callback information to date. This is the most important and 
utilized part of the Callback System. RALPH automatically displays a record of all previous 
callback messages, date and time call was made, and employee number of the person 
who made the call. This record remains in the callback history of the closed ticket, for future 
reference. Use roll-up and roll-down keys to scroll backward and forward through the previous 
records, as needed. 



NOTE: To enter new information received from a current call, I < ' I to move cursor, key your 

employee number in the "EMP#" field highlighted above. Key new infomiation, "Body Shop said it will take 3 

more days. Screen description continued on the following page. 
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4. Callback Status - Displays three choices from which you must select one. | ' | to move 
cursor, key X for either LM - Left Message, DO - Make Call (if you have to make the call again), or 
OK - Call Made and Updated. 

NOTE; OK - allows RALPH to temporarily take the ticket off a specific callback list. RALPH 
automatically updates OK to DO overnight for those tickets that need a phone call the next day. See 
how effective and efficient the Callback System is! 



5. Callback Type - Displays the type of calls to be made for rental ticket. 



to move cursor. 



key X to select BS = Body Shop, ADJ = Adjustor, SVC = Service, and GUST = Customer. 



NOTE: At the origination of an Open Rental Ticket, a callback type or multiple types must be selected. 
Afterwards, the only update needed is if the callback type changes. For example, "A Body Shop says 
that the renter's car is finished, but the ticket still needs a final extension date approved " In this case, 
remove the B/S "X" fi-om the Callback Type, but leave the ADJ "X" because the adjustor call still needs 
to be made for the extension approval. You wall NOT need to change the Callback Type after every 
update; many will remain as originally selected on the Open Rental Ticket. 



6. Extension Date - Do NOT key an Extension Date for this ticket. This date lets RALPH know when 
to retrieve the ticket from the callback list. I f a wrong date is keyed, RALPH can NOT distinquish 
what the appropriate day should have been. I TAB RJGHTI to key initials of the person who 



approved the new extension date, e.g.: TS = Tony Smith, Adjustor 



7. Last Day - 1 4— i | to move cursor. Do NOT key a Last Day. This field is used to key the last 



day the ticket has been authorized for payment. This is extremely important to assure proper billing. 
The renter must be notified if a rental has a "Last Day" assigned date, to avoid any fiiture problems. 
TAB RJGHfl to key initials ofthe person who approved the "Last Day" billing date. 



e.g.: TS=Tony Smith, Adjustor. 



Press ENTER to accept information. Next you will want to call the Adjustor. 



NOTE: The function keys will be discussed in detail at the end of this exercise. 



This completes the review for Section 1 - Body Shop! 

Turn to the next page and continue the Callback Exercise for Section 1 - Adjustor. Take your 
time and go through each screen carefully. You'll be surprised at how much you have already 
learned by going through the previous Body Shop review. 
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Section 1 - Adjuster 

On the Callback Menu, key X next to Adjuster for Tickets needing extensions. 



ENTER 



f ADJUSTOR CALLS 
1 ^ UEXT INSURANCE CO. 


g CCCBlO-1 1 
Print {Y or N) (n^ | 


1 2 (Bill to Name) 

1 AMX* TESTING CUSTOMER* 

1 FIREMAN'S INSURANCE GROUP** 

1 . HANNOVER INSURANCE GROUP** 

1 * 
1 * 

■* 


3 

CUST# 

AMXTEST 
FIROOOl 
HANOlOl 


4 (Phone Number) 

222-222-2222 
212-212-2121 
lll-Ui-llll 


5 # OF 
CALLS 

002 1 

003;; 1 
001 1 


CiTKil=Exit Cmd7=AAI ROLL=Forward/Back . : Cind24=Jump | 



The Adjuster Screen lists all insurance companies alphabetically, including customer numbers, phone 
numbers and number of calls to be made to that office 

1. Next I nsurance C o. (optional) - Key your name. The name keyed appears at top of list. 
Press I ENTER I The next list will appear -OR- 



to move 



2. Bill to Name - Key X by the Insurance Company Name you will need to call. 

cursor down the list of names, as needed. Press I ENTER I The Insurance Company Selection 
Screen will appear listing customers who need authorizations or extensions on rentals from that 
particular company. 



NOTE: To view the Adjuster Selection Screen, key X by your name and | ENTER! See example 
screen en following page 

3. Customer Number - Displays insurance company "Bill-to Customer Number." 

4. Phone Number - Displays adjuster phone number. 

5. Number of Calls - Displays number of calls to be made to Adjustor(s). 

6. 



to move cursor to top right of screen. To Print a copy of the Adjuster Callback Screen, 



key Y=Yes, ever default N=Ne. 



Reminder! Use your roll-up and roll-down keys to scroll backward or for\\'ard through the Insurance 
Company listings. 



Page 8 - 7 



Section 1 - Adjuster Selection Screen 



ADJUSTOR CALLS 



NEXT ADJUSTOR 



CB12-1 
9 PRIKT (V OR N> 



FIREMAN *S INSURANCE GROUP** 
212-212-2121 ,2 



004 SMITH* TONY* 
GREGORY*: CHARLIE* 

:6a8JSTooTH* .lBob*: 

KNIGHT* JEFF* . 
MURPHY* : - SHARON* ■ 



CLA1H# 
4 



EXT AUTH 
GPBR DATE BY 
5 6 7 

PPGM * OOOOOO 



CLAIM 123456 
1234567489 



PPGM * OOOOOO 
PPGM * OOOOOO 



STATUS 
SHOP ADJ 

a 

DO 



DO DO 
DO DO 



t INDICATES TICKET WITH EXTENSION DATE GREATER THAN 2 DAYS OLD 

:;;Crndl=Exi t ; Grod7 ==AAI ^ : ^ eincil2=P r e vious ;ROLIi=Fo rwar d/.Ba c k 



The Adjuster Selection Screen alphabetically lists all adjusters assigned to the Insurance Company 
(previously selected) with customers in rental cars. 

NOTE: The Adjustor Names are listed in alphabetical order and then grouped by their ID number 
originally keyed on the Open Rental Ticket. That is why it is important to type the correct ID number 
ever>' time you open a new ticket. 

1. Next Adjustor (optional) - Ke y next Adj ustor Name at which the Callback list should begin (this 
should be your name). Press | ENTER | . The next list will appear. -OR- 



2. Adjustor Name/Phone - Displays the selected Insurance Company Name and Phone Number. 



3. Customer Nam e - Key X b y your name 



to move cursor down the list of names, as 



needed. Press | ENTER I . The selected Adjustor Detail Screen will appear. See example screen 
on the following page. 



4. Claim Number - Displays the Insurance Claim Number. 

5. GPBR - Displays the Group/Branch that opened the Rental Ticket. 

6. Extension Date - Allows you to key a new Extension Date. 

7. Authorized By - Key (4-letter maximum) initials of person authorizing new Extension Date. 



ENTER 



NOTE: If you key an X in front of the customer's name and then key an extension date and initials, 
the Adjustor Callback Detail Screen will appear. You would then need to key an employee # and 
change the Callback Status. If you do NOT key an X, the Callback Status remains the same. 

8. Status - Shop & Adjustor - Displays current Shop & Adjustor callback status. To change a status 
(LM/DO/OK), you must access the detail screen (see page 8-9), remove the "X" next to the current 
callback status and then "X" the new one. 



to move cursor to top right of screen. To Print a copy of the Adjustor Callback Screen, 



key Y=Yes, over default N=No 
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Section 1 - Adjuster Detail Screen 



ADJUSTOR CAJLLBACK DETAIL - D100096 



CB50-I 



DATE CH7T 06/17/94 8:19AM 
CUSTOMER MURPHY* SHAKON* 
■ BATE 15.00 /DAY 



CURR EXT 06/18/94 

HOME PHONE* 333-333-3333 

OFFICE PHONE* 333-343-3434 EXT 2323 

OTHER PHONE* 222-222-2222 



BILL-TO Y BILL-TO : GUST* FIROOOl 

BILL^TO . NAME FIREMAN ' S INSURANCE GROUP 
■PHONB* 212-212-2121 EXT 8896 
ID/AraENTION 001 SPOOL* LYNN 
CLAIM/POL/PO# CLAIM 35 
MAX AMOUNT 



SHOP* ALLEN *S AUTO BODY 
PHONE* 777-777-7777 ^ 
ATTO BOB BROWN 
YEAR MAKE/MODL 
LOSS DATE 000000: 
INSURED 



NEW INFO 



c 



EMP# 



06/17/9^ 11:41 AM RENTAL EXTENDED -UNTIL: 06/13/94 BY LS 
.06/18/94 9: 00 AM PROBLEM GETTING PART IN 



74024 
75026 



LM 



VDO X OK 



CALLBACK TYPE X B/S X AD J SVC 



CUST 



EXTENSION DATE\ 



BY 



I-.-, -.v 

I LAST DAY 



BY 



F2«Cu3t List F3«=Ebcit- F4«ID List F5=Open Ticket Fe^Chgs To Date 

F7=AAI Fe=Ui>date Tkt F9-Callback Notes FlO^Receipt Depos Roll=Fwd/Back 



I 

V. 



F12=Previous F13=insurance F14=Credit Check F15=Reservation 



The Adjuster Detail Scrden is very similar to the Body Shop Detail Screen. Take a few moments to 
familiarize yourself with the above screen. From this screen you may change ticket information, call- 
back status, and extensioi\date. Be sure to refer to the Body Shop Detail Screen, page 8-5, for field 
descriptions. 



NOTE: To enter mw information received from a current call, I < — ' I to move cursor, key your 
employee number in the "EMP#" field highlighted above. Next, key all pertinent information in the 
message space provided, using the same abbreviations that were used in previous messages. Change the 
Status^of the call from "DO" to "OK " Key 3 days from today as the Extension Date. 



This completes the review for Section 1 - Adjustorl 
Turn to the next page and continue the Callback Exercise for Section 1 - Customer. 
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Section 1 - Customer Selection Screen 







CUSTOMER 


CALLS 






CB15-1 ^, 










9 PRINT (Y cr N) Q 


D ] 


1 KEXT CUSTOMER 


1 












1 2 


3 


4 CURRENT 




6 DIRECT 


7 EST AMT 


8 PAYMENT | 


1 KAME 


T1CKET# 


EXT DATE 


ME o CASE 


BILL 


DUE 


TYPE 1 


1 BENNY* BOB* 


* D026356 


6/14/94 








CHECK 1 


CRAMER* LOUISE* 


D026357 


7/02/94 








CHECK , 


DANIELS* KURT* 


D0251.16 


6/23/94 


X 




2r 4€1, 18 




' JACKSON* JEFF* 


* D02S408 


6/19/94 






987.16 




1 MURPHEY* BRAD* 


♦ D 02 6003 


6/21/94 




K 






1 RAYMOND* KEITH* 


D026010 


6/30/94 






3,49.90 


DISC 1 


1 _ SMITH* SUE* : 


.D0250GO 


6/29/94 






2^956.05 


CHECK 1 


1 j WHITE* KEN* : 

1 -k '■ 


0026009 


6/25/94 




X 


697.98 
















+ 1 



♦ lOTICATES TICKET WITH E3CTKNS ION DATE GREATER THAN 2 DAYS OLD 

CMDl-Exit CMD7==AAI^ ROLL=Fo rva r d/ Ba ck CMD24=Jump 



The Customer Callback option lists the renters alphabetically, corresponding ticket number, current 
extension date, message status, direct bill status, estimated dollar amount due, and payment type. 



1. Next Customer (optional) - Key your favorite celebrity's name. Press | ENTER] The next list 
will appear. -OR- 



2. Customer Name - Key X by your favorite celebri ty's name t o be displayed 



to move 



cursor down the list of names, as needed. Press | ENTER | . The selected Customer Detail 



Screen will appear. See example screen on the following page 

3. Displays Rental Ticket Number. An extension flag (*) indicates ticket has an extension date that is 
more than 2 days old. Make sure all extension flag calls are made the day they appear! 

4. Current Ext. Date - Displays current extension date of specific rental ticket. 

5. Left Message - Displays an "X" if a message was left for the customer. 

6. Direct Bill - Displays an "X" if the rental is being billed to a third pany. 

7. Estimated Amount Due - Displays current dollar amount owed on the rental. NOTE: This does 
NOT subtract out amounts owed by third parties, but it DOES subtract out deposits 

8. Payment Type - Displays type of payment used for the rental, e.g.: Cash, Check, MC, VISA, DISC. 

9. I C 'I to move cursor to top right of screen. To print a copy of the Customer Selection 
Screen, key Y=Yes, over default N=No. 

Reminder! Use roll-up and roll-down keys to scroll backward or forward through Customer listings. 
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Section 1 - Customer Cash/Check 



The Customer option can also provide a list of customers who are paymg by cash/check ONLY. To 
view this list from the custome r calls, on th e Callback Menu Screen, key X in both the "Customer" field 
and "Cash/Check Only" field IfnterI . I 4 — I I to move cursor d own the h st of customer names. 



ENTER! 

as needed. Key X to select the customer name to be displayed, press 
Screen will appear. 



ENTER the Customer Detail 



Section 1 - Customer Detail Screen 



CUSTOMER CAUaAOC DETAIL - 1>02511 6 



.CB50-1 



I 



CUSTOMER :DANI:ELS* KURT^ 
RATE 32 . 99 ;/DAy : r 



> CURR ; EXT ; 0 6/ 20/9 4 

HOME PHONE# 9;9 9- 8 8 8-4 444 ■ " 
:: OFFICE : -PHONE* • 9 99 -7 77- 9 79 7 

: OTHER ; PH0NE# 22 2 - 222-2222 



EXT 2222 



BILL-TO Y : 
BILL-TO NAME 
PHONEt 
ID/ATTENTICftJ 
CLAIM/ FOL/PO# 
HAX AMOUNT 



EXT 



SHOP* ; ;: v 

PHONE# 

YEAR MAKE/MOOL 
LOSS DATE 000000 
INSURED ' 



NEW INFO 



\oe/ 22/37 :2:4.2: PM CUSTOMER EXTE»|S10N^^^:i^^^ UNTIL 06/23/97; 7575:7, 



I - 

I STATOS _ Ui 



DO X OK 
06/23/97 



CAliBACK 



B/S ADJ . SVC X CUST 



i 



V. 



Exit; . 5 F4=ID List F5=Open Ticket F6=Chgs To Date | 

Update Tkt F9=Callback Notes FlO^Receipt Depos Roll=Fwd/Back j 
FI2=Prev±ous F3\3=Insurance F14=Credit Check F15=Reservation y 



:F2'=Cust List 
F7=AA1 : 



Any background infdpnation you need to know about the renter is available on this detail screen. 

The Customer Detail Sfcreen is very similar to the Body Shop Detail Screen. Again, take a few momems 
to familiarize yourself O^ith the above screen. From this screen you may change ticket "bill-to" mforma- 
tion, callback status, arid customer extension date. To refresh your memory, refer to the Body Shop 
Detail Screen, page 8-5,\for similar field descriptions. 



NOTE: To enter new information received from a current call. 



to move cursor, key your 



employee number in the "EMP#" field highlighted above. Next, key all pertment information m the 
message space provided, using the same abbreviations that were used in previous messages. Change the 
Status of the call from "DO" to "OK." Key a new Customer Extension Date of 3 days from today and 
take any required deposits. 



This completes the review for Section 1 - Customer! 
Turn to the next page and continue the Callback Exercise for Section 1 

Pages -11 ' 



Service. 



Section 1 - Service 



SERVICE CAUUS 



CCCB2 0-1 
Print (y or N) d? 





3 




4 




5 # Of 




1 Shop Hame 


Shop # 








Calls 




1 _ BUD'S AMOCO 


G12069 


314- 


-555- 


-7777 


1 




1 ^ _ CHAMPION :AUTO 


G23457 


314- 


-555- 


-6666 


1 




. FEINMANVS ;HONDA 


129498 


314- 


-555- 


-6666 


1 




: : ■ ^(x) :^O^ARCH ::;CHEVR0LET 




314- 


-555- 


-6666 


1 




' - . -^yiBETT^ VROSS . POMTIAC 




314- 


-555- 


-6666: 


.1 




1 ■ :: .ROGERS SON . BMW , 




314- 


-555- 


-6666 


2 




l .v ■;; SERAME -^^ • 




314- 


-555- 


-7777 


.1 




1 : ; : THURMAN FIRESTONE . . 




314- 


-555- 


-6666 


1 




1 : ' imiA/imS OLB3M0BI1E 




314^ 


-555- 


-6666 


.1' 
















4- 1 



.Cindi==Exit : :Cmd7=AAI: 



Roll ^Forward/ Back y 



The Service Screen lists all Service Shops alphabetically, including phone number and number of calls 
to be made to that shop. 



1. Next Shop (optional) - Key next Shop Name at v^hich the Callback list should begin. Press 
The next list will appear. -OR- 



ENTER 



2. Shop Name - Key X by a ny Shop Na me to be displayed I ' I to move cursor down the list of 
names, as needed. Press I ENTER I . The Service Selection Screen will appear, listing customers 
who need authorizations or extensions on rentals from that particular shop. See example screen on 
following page. 

3. Shop Number - Displays Service Shop Customer Number. 

4. Shop Phone Number. 

5 Number of Calls - Displays number of calls to be made to Shop(s). 

6. I C ' to move cursor to top right of screen. To Print a copy of the Service Callback Screen, 



key Y=Yes, over default N=No. 



Reminder! Use your roll-up and roll-down keys to scroll backward or forward through the Service 
Shop listings. 
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Section 1 - Body Shop Selection Screen 



SERVICE CALLS 



11 CBO*?-! 
PRINT (Y OR N> 



f 

MONARCH CHEVY** 3 
<»^7-654-32^0 9999999 



CALLBACK 
CURRENT STATUS 



.;; ..ABLE*' .ALICE* 



■DAVIS* TOM* 



JONES* SUE* 



^EAR/MAKE/MODEL TICKET* GR/BR EXT DATE SHOP AD J 



Notes 
10 



95 FORD MUSTANG 
Notes 



* D027419 0101 06/17/94 DO DO 



90 CHEVy LtmiNA 
Notes _______ 



* D027420 ClOl 06/20/94 DO DO 



, ♦ INDICATES TICKET WITH EXTENSION DATO GREATER THAN 2 DAYS OLD 

V^CmdlrEx _Cmd7^M^_ JROLL^Forward/^ack 

1. Displays Service Shop Name/Phone Number and 6-digit Customer Number. 



2. Custo mer Name - Key X by your name. 



^_ to move cursor down the list of names, as needed 

PrTsT lENTER] . The selected Service Shop Detail Screen will appear. See example screen on the 
following page. 

3. Displays Customer Number. 

4. Displays Year/Make/Model of customer vehicle. 

5. Displays Rental Ticket Number. /Vn extension flag (*) indicates ticket has an extension date that is* 
more than 2 days old. Definitely make all extension flags a priority! 

6. Displays Group and Branch Numbers. 

7. Current Ext. Date - Displays current extension of specific rental ticket. 

8. Callback Status Shop - Displays shop callback status - LM (Left Message), DO (Make Call), 
OK (Call Made). 

9. Callback Status Adjuster - Displays adjuster callback status - LM (Left Message), DO (Make Call), 
OK (Call Made). 

10. Notes - Key Service Shop notes. Notes will forward to Service Shop Detail Screen 

NOTE: You must still go into each detail screen and update the callback status (LM/DO/OK) for each 
customer, even after keying notes. 



IL 



]to move cursor to top right of screen. To Print a copy of the Service Shop Selection Screen, 

key Y=Yes, over default N=No. 
Reminder! Use your roll-up and roll-down keys to scroll backward or forward through Shop listmgs. 
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Blank luspto) 



Section 1 - All 



OPEN TICKETS 



CB25::1 

^ PRINT (y OR N) (n) 



NEXT CUSTOMER 



[ 2 : 


3 


4 CURRENT 


£ CALLBACK TYPE 


6 


CUSTOMER 




TICKET* 


EXT DATS 


B/S AD J SVC CST 




EXT DATE 


AKLSJDFKASJ*- LASDF/L 


D999089 










1 BAUCKE* CLAUDIA* 


D999096 


* 11/09/97 








1 BAUGKE^, i SVEN* 


Rill 062 


. * 11/01/97. 






1/28/97 1 


1 BENOIT* TRIGIA^ 


D999G19 








1 BOMBAYf : BILL* 


r>999028 








3/10/97 1 


1 SOND*: JAMBS* 


.0999080 


* 9/10/97 








1 BOOF*: BETTY* 


. D999022 






* 


2/20/97^ 1 



# i LETT a; messact: 

* i INDICATES -T^ WITH EXTENSION DATE GREATER THAN 2 DAYS OLD 



<^di=^Exit:: .. .. ^ 



The "/dl" Callback option provides a list of fl// Open Tickets, in alphabetical order, that need extensions. 



L Next Customer - Key next Customer Name at which the Callback list should begin. Press I ENTER 
The list will appear. -OR- 

2. Customer Name - Displays name of rental customer. 

3. Ticket - Displays ticket Number. An extension flag (*) indicates ticket has an extension date that is 
more than 2 days old. Definitely make all extension flags a priority! 

4. Current Ext. Date - Displays current extension date of specific rental ticket. 

5. Callback Type - Key X to select Callback Detail Record to display: B/S (Body Shop), ADJ 
(Adjuster), SVC (Service), and CST (Customer). A by a Callback T ype indicat es a message 
has been left at that Callback Source (Body Shop, Adjustor, etc.). Press I ENTER | The selected 
Callback Detail Screen will appear. 

6. Customer Ext Date - Displays customer extension date of specific rental ticket. 

7. I ^—1 I to move cursor to top right of screen. To print a copy of the Service Selection Screen, 



key Y=Yes, over default N=No. 

Reminder! Use your roll-up and roll-down keys scroll backward or forward through the Open Ticket 
listings. 

Continue to the next page and learn how to select the "By Name" Callback option. 
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Section 1 - By Name 

Key X on the line before the "By Name" field on the Callback Menu Screen. Next, key a specific 
Customer Name to be displayed, on the line follo\y ing the "By Name" field. For this example: 
"HILLMAN* TIM*" was keyed. Press I ENTE^ . The Open Ticket list will appear in alphabetical 
order, starting with the requested customer name. See example screen below. 



PMOT (Y OR K}^ N 



;::t>9 99096 

#09:99^2.8 
;:|I>9^90:8D 

^:i>^99b22 



B/S AM SVC CST 



*;:V:vlZ28./S7;: 



The "By Name" Callback Screen is very similar to the "All" Callback Screen. This screen lists all 
Open Tickets for your branch, regardless of the extension date. The above screen does not have the 
Print option. Take a few moments to review this screen and, if necessary, refer to the previous page, 
8-15, to look up the "All" Callback Screen field descriptions for clarification. 



Reminder! Use your roll-up and roll-down keys to scroll backward or forward through the Open 
Ticket listings. 



Congratulations! 

You have completed the entire Section 1 - Tickets Needing Extensions - on the Callback Menu. 
You now know how to review Open Tickets by: Body Shop, Adjustor, Customer, Service, All, 
and By Name! 



Turn the page to continue the Callback Exercise for Section 2 - Branch Reservations - on the 
Callback Menu. 
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Section 2 - Callbacks -or- Incomplete Reservations 



RESERVATIONS INCOMPLETE FOR GPBR PPQM CCRSll-B 

8 Print (Y or N) (V) 



^ Next Customer 



Customer Kame 

ASHBY* JOAN J* 
EARP* WAYNE* 
EASTWOOD* BILL* 
GARCIA* MARIA* 
GORDAN^ JILL*, 
GRAND* TIM* 
HUME^ BILL* 
KING* MARGE* 
LEE* DAVID* 
MONROE* JOE* 
NOWARK^ BOB* 





4 ID 4 f^lruo 


5 


^ Car 


Rent 


DflUte 




Stat 


Type 


Type 


6/15/94 


2:00 PM 


DEL 


MINI 


I 


5/16/94 


8:00 AM 


W/IN 


INTM 


D 


5/10/94 


4:00 PM 








6/19/94 


2:00 PM 


W/ IN 






5/01/94 


1:00 PM 








6/20/94 ; 


10:00 AM 


DEL 


mm 


D 


7/02/94 


1:00 PM 


W/.IN 


STD 


B 


5/18/94 


5:00 PM 


P/U 


MINI 


D 


7/13/94 


3:30 PM 


W/IN 






6/25/94 


8: 00 AM 


owe 


SPEC 


I 


5/02/94 


2:30 PM 


P/U 


FULL 


R 



Cmdl=Exit ;Cmd3-Main Menu .Cmd7=AAI Cmdl2=Previous Scrn y 



The Callback-Incomplete Reservations Screen alphabetically lists all reservations marked as incomplete 
when the reservation was originally opened. Reservations are selected from this list to make contact 
with the customer and complete the reservation, as needed. 



1. Next Customer - Key next Customer Name at which the Callback list should begin. Press [ENTER 
The list will appear. 

2. Customer Name - Displays name of rental customer. 

3. Date - Displays pickup date of rental vehicle 

4. Pickup Time - Displays pickup time of rental vehicle. 

5. Status - Displays rental status - W/IN (Walk In), DEL (Delivery), P/U (Pickup), CWC (Customer 
Will Call). 

6. Car Type - Displays rental vehicle size. 

7. Rental Type - Displays rental category - 1 (Insurance), B (Body Shop), D (Dealership), R (Regular), 
C (Corporate), O (Other). 



8 



to move cursor to top right of screen. To print a copy of the Incomplete Reservations 

Screen, key Y=Yes, over default N=No. 
Reminder! Use your roll-up and roll-down keys to scroll backward or forward through the Incomplete 
Reservation listings. 

Turn to the next page and learn about the Callback - No Show Reservations! 
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Section 2 - No Show Reservations by Date or by Name 



^ NO SHOW RESERVATIONS FOR GPBR PPCai CCRS12-B 

9 Print (Y or N) (n) 













6 


7 


8 1 


1 1 Next Date 








Car 




Rental | 




■^Date 


Time 


^ Gustoiner Name 


Type 


Status 


Type 1 




6/10/97 


::2tOO PM 


GUTHRIDGE* PAUL* 


■FCAR 












AmHI CLE -HEEDED IMMEDIATELY 




P/U 






6/20/97 


.1:0:00 AM 


FRANKEN* SUE* 


MVAR 


I ' 




6/25/97 


8:30 AM 


HARRISON* KATHY* 


LCAR 












VEHICLE 


NEEDED; CLEANUP DONE 






+ j 



vT3=^Main Menu ■:F1^PA1^ ^^12-=2J^^^ ^RoJJ^rwa^^ y 

Th7No7h7\^ese^^^ Screen alphabetically lists all reservations opened with pickup dates 
which have passed. This screen may also be accessed for No Show Reservations By Name. See the 

screen section below for an example. 

' N 

NO- SHOW RESERVATIONS FOR GPBR PPGM CCRS13-B3a 

Print (Y or N) . N 



1 Next Name 



Sei Customex Name 
COOK* ANITA* 



Date Time 
12/02/96 1200 PM 



Car Rntl 
Type Status Type 

W/IN I 



\. Next Date - Key next date at which the Callback list should begin. Press | ENTER | The list 
will appear. OR 



will U^|^VW« . — " ^1 I" 

Next Name -Key next name at which the Callback list should begin. Press [ENTERJ The hst 
will appear. 



2. Select - Key X next to the reservation to display. Press | ENTER] The selected Reservation Screen 
will appear. 

3. Date - Displays pickup date of rental vehicle. 

4. Time - Displays pickup time of rental vehicle. 

5. Customer Name - Displays name of rental customer 

6 Car Type - Displays rental vehicle type (see page 1-5, Car Code Types). 

7. Status - Displays rental status - W/IN (Walk In), DEL (Delivery), P/U (Pickup), CWC (Customer 

Will Call). . . 

8. Rental Type - Displays rental category - 1 (Insurance), B (Body Shop), D (Dealership), R (Regular), 

C (Corporate), O (Other). 

to move cursor to top right of screen. To print a copy of the No Show Reservations 



Screen, key Y=Yes, over defauh N=No. 
If zero No Show Reservations exist, an error message advises, "There are zero No Show Reserva- 
tions for this group/branch," at the bottom of the above screen 

Reminder! Use your roll-up and roll-down keys to scroll backward or forward through the No Show 
Reservation listings. 
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FUNCTION KEYS FOR OPTION 12 - CALLBACKS 



Listed on the bottom portion of each screen are several Function (F) keys. Each one performs a 
function that may be used while creating or viewing Callbacks. 



F2 = Cust List 



Displays a list of customer names and numbers that are to be used for 
billing purposes. 



F3==Exit or Main Menu Allows you to exit the program or return to the Main Menu Screen. 



F4 = ID List 

F5 = Open Ticket 

F6 = Ches To Date 

F7^ AAI 

F8 = Update Tkt 

F9 = Callback Notes 
F10 = Receipt Deoos 
F 12 = Previous 
F13 = Insurance 
F14 = CredU Check 
Fl 5= Reservation 



Displays a list of ID numbers for individual adjustors, agents, etc. for 
each customer number 



Displays the Open Rental Ticket for any rental background information. 

Displays the total number of rental days, total dollar amount, less 
deposits, and balance owed. 

Allows access to the Inquiry Programs. 

Allows you to update Open Rental Ticket information such as claim 
numbers, shop name, etc., as needed. 

Allows you to key additional information. 

Allows you to update payments on Open Rental contracts 

Return to previous screen. 

Allows you to key renter insurance information. 

Allows you to key credit check information. 

Allows you to continue to the next reservation. 



Congratulations! 

You have sucessfully completed the entire Callback Exercise. Now, you are ready to update 
live Open Rental Tickets at your Oflice! 
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This Page Blank (uspto) 



EXERCISE 9 CLOSING A TICKET 



This exercise will guide you through Option 5 - Closing a Ticket. Close the ticket from Exercise 2 - Open 
a Ticket, Calendar Day. 



Key Option # 5 and the Daily Rental Ticket Number on the ECARS Training Menu. I ENTER | The 
following screen will appear. 



Screen 1 



:cWSINO i:*XXaaEX#S^^^^^ -vFor.: Renter SMITH* KOBBRT* : 

:x J-:' w:Mt -End:: On ..• Date ■ 062494 . Time .1102 AM 



Un i t :;:::P P'03 2 ejl: /S:t:a r f . • 



'•End 



■ unit 



■Start 
:Start 



End^ " 



Amount To Be:: Charged 



iFuel :;.Chargea 

•Last rUnit . Kesturried ,M^x;^^,J\:-Oi To -" " ; 

Mi s c Charges / Refundable ::Expenges _ (X if applicafaie) 



-00 



Drop Charge .00 
SURCHG '■'■■■■-'' 2 . 05 /DAY 



sill .To •:^:l'i!:/N;).:::;:N:^:::Cust#; • 



Curr Ext 06/24/94 ;per I*KC 



Name 
j^ddress^^j 

..City " 



ST;-' : 2;ip 



ID/Attn 



:BilIing Datc!s::;:(If .pif:f!^ 
■Max.; ..Amt* 



From Date 000000 Time OQOO 
To Date OOOOOG Time 0000 



ipoxtion To Be Billed ( Select ^^ O^ 

: l^-:/-.Total^-CHarge5i;-::l^S5- v PAI _ Fuel _:Tax:/Schg . _ Mileage ,_ :Drop 

'":•;.,:;; ;;:;v:^ ;■_;_■Ai;rp;ort ■'Access■■.- 

'-^.■•i■. 2 ;-•■$■" '"•" -^'^I'i^C^ :;bay';-::Plus .Tax/Schig . (No t . To . Exceed. ... $ . ; 00 Bex :Day ) ; ^. 

"3.: :::$- -^- ■ ■ ■ - "-Per ■ PayTNo-.'-Tax/Schg . - - (Not To Exceed $ . 00 Total) 

z;^?:' '^i^^^^^^ .00 . ^Description ^ , — 

Cmd2^Caf.t;::LstS:1:^^ 

^irKi4=^ID:>L^t|^^ .Cmd7^AAI Cmd8==Accident Rpt CmdS^losePendxng ^ 

There are 5 basic sections to Screen 1 . 

1. Closing Ticket #: This section displays the DR Ticket Number, Renter Name and the Date and Time the 
charges end. The current date and time are provided by the computer, but can be changed by keying over date 
shown. 

2. Mileage: This section requires the Starting and Ending mileage for each unit, along with Fuel Charge, 
Misc. Charges, etc. 

3. Bill To: This sect ion allows you to key or delete billing information as necessary. Also displays Current 
Extension Date from callbacks. 

4. Billing Dates (If diflTerent): This section allows you to key billing dates if they are different from the 
actual dates of the contract. 
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5. Portion To Be Billed (Select One): This section allows you to select a specific billing option as 
necessary. 



BILLING OPTIONS 



Option 1 : Should be chosen if the billing party is paying the total charge on the rental contract, OR, the 
billing party is responsible for all charges except one or more of the following: Damage Waiver, PAI, Fuel, 
Tax/Schg, Mileage, Drop Charges or Miscellaneous Additional Charges. 

Option 2: Should be chosen for Calendar Day Billings only. The billing party is paying a specific per day 
charge plus the tax or surcharge, but not to exceed a specific dollar amount per day. Example: $1 5.00 
per day plus tax/surcharge, not to exceed $17.50 per day. 

Option 3: Should be chosen for Calendar Day Billings only. The billing party is paying a specific per day 
charge, no tax or surcharge, but not to exceed a specific dollar amount maximum. Example: $1 5 .00 per 
day, $100 maximum. 

Option 4: Should only be chosen when none of the other options are applicable. Key the specific total 
to be charged to the billing party, along with a description of the charge. 



CMD2 



Customer List. 



CMD4 



CMD6 



CMD8 



CMD9 



ID List. 

Callback Detail (provides all callback information previously entered, and allows for 
new information to be keyed). 



CMD 7 AAI . Access Inquiry programs . 



Accident Report (allows you to key accident information, pulls appropriate 
information fi-om Rental Ticket to Accident Report ). 

Close Pending ( allows the closing of the ticket to be " suspended " until all information is fin^^ 
Also, you can"unpend" asuspended ticket, as needed. Thisoptionmayappearforany ticket 
type: Calendar Day, 24 hour, or Special). 

NOTE: An example of the Close Pending Option is demonstrated for the 24 hour 
ticket type (page 9-8), 
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Section 1 - Closing Ticket # 



^ ^ 

> CLOSING TXCKET# 999010 For Renter SMITH* ROBERT* 

t 2 Charges End On Date 062494 Time 1102 AM J 
\ ^ 

1. Verify the Ticket # and Renter Name. 

2. The length of this rental is determined by the current extension date. If necessary', adjust the date by 
keying directly over the information displayed. 

NOTE: If ticket is close pended, this date may not be changed. You will need to unpend the ticket 
in order to change the date. 



Section 2 - Mileage 

' unit P00326. . Start 2500 End 259.9 : - -U^^ Start End 

l;Unit.: .' ■ ■ --'^^Start End. V :.:::;:Unit:..,^^^^^^^^ . . Start End 

|.-. ■■ '2.:r' ■ '^■'..'■■■r ■ ■ 

I Fuel Charges e 7,00 Per RENTAL J^unt To Be Charged 00_ 

Laat Unit .Returned Here. _ :0r To- 3 Drop Charge 5- 00 

' Misc vGharges/Refundable Expenses _ (X. if applicable) ; \:::5m£m ,00 /DAY 



1 



1. Key the Starting and Ending Mileage for each unit. 

2. Key the Fuel Charge as designated by your Group. Each Group will have a standard fuel charge. 

3. This vehicle has been "dropped" at another Group Branch. Key in the Group/Branch Number. 



NOTE: You may see an error message requesting the mileage be confirmed Because this is a traming 
program, you may key an "X" in the selection field for mileage confirmation without updating any files. 
For everyday branch use - you must verify the mileage you keyed is correct before confirnung that mileage. 



Section 3 - Bill To 



^ . . . N 

I Bill To (Y/m Y :Cust# 999 99 9_ Name YOUR .NAME** | 

' Address . 555 - SOMEWHERE LANE_ 



; iCity ■ Anytown: .ST MO Zip 12345 
/ID/ Attn 999 CHARLIE BROWN 



Curr: Ext 06/24/94 per LNC. 



I 
I 



Verify the billing information. This information may be updated/changed/deleted if necessary. 
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Section 4 - Billing Dates (If Different) 



Billing Dates Mf Diff) 1 From Date 000000 Time 0000 

I.Max. Amt. 1.7 PER DAY 30 DAY MAX 2 ^^^^ 000000 Time 0000 I 

V ^ 

1. The Billing Dates and Contract Dates will be the same. 

2. Verify the Maximum Amount being paid by the third party 

Section 5 - Portion to be Billed 

— . " ~ : ^ 

I Portion :To Be Billed (Select One) • : , | 

(_ !• Total Charges Less _ DW _mar-:_ F\x^l _ Tax/Schg _ Mileage _ Drop | 

I . Misc _ Airport Access i 

j _ 2. ^ Per Day Plus .Tax/Schg . .--ilNof . To Exceed $ \00 Per Day) | 

3 . ; $ 17 >:00 ;P e r : Day N o Tax/ S ch g , .Exceed..,. :$ . 00 Total ) ; ; , 

I J 4* •• . :' Other Amount $ . 00 Description ' ■ | 

[cnid2=Cst: Lst . 
i:Cmd4^ID Lst Cmd6=Callback Detail emd7=AAI Cmd8==Accident Rpt Cmd9=Close Pending ' 
v.. 

Key an "X" in the selection field next to Billing Option #3. The third party will pay $17.00 per day, so 
key 17 in the selection field designating the Amount Per Day- No Tax or Surchg This tells RALPH to 
bill the third party for $17.00 Per Day only - and any Other Amount due will be from the customer 



ENTER I to accept information and advance to Screen 2. 
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Screen 2 



ACCEPT (A) or RECOMPXXTE (R) 



Cmdl=Exit Cmd7=AAI 



062094 
0315 PM 
062394 
1120 AM 

000000 

0000 

OOOOOO 



000000 

0000 

OOOOOO 



;;oooooo. 
oooo 

00 00 00 
TOTALS 



HLlee 



.00 



4 

Hours 



.00 



Days 

3 

16,99 
50.97 



50.97 



6 

Veeks 



.00 



7 


8 


9 


Months 


Waiver 


PAX ^ 




3 


3 




7,00 


1,00 




21-00 


1. 00 


-00 


21.00 


3 .00 



10 

Special 



-00 



Surcharge % 5.850 
Surcharge 2-98 



Gas 12 



7, 00 



Disc @ 14 0 % 



Drop 



13 5.00 



Misc 



15 



,00 



1^ 



TOTAL 
89.95 



Cmd3=Re start 



Screen 2 breaks down all charges and displays the grand total. Use this screen to write 
down all charges on the rental ticket when the customer returns the vehicle. 

Accept or Recompute (when adjustments are needed). 

Four rate sections. Displays beginning and ending date/time of each rate change. 
Number of Miles, rate per mile, total amount of overmileage. 
Number of Hours, rate per hour, total hourly charges. 
Number of Days, rate per day, total daily charges. 
Number of Weeks, rate per week, total weekly charges. 
Number of Months, rate per month, total monthly charges. 
Number of Days, rate per day, total DW charges. 
Number of Days, rate per day, total PAI charges. 
Number of Days, rate, total Special rate. 
Sales Tax rate and total. 
Fuel Charge. 
Drop Charge. 

Discount percentage and total. 
Miscellaneous Charges. 
Grand Total. 



1. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

9. 
10. 
11. 
12. 
13. 
14, 
15. 
16. 



Key "A" i ENTER | to accept the charges and advance to Screen 3. 



CMD 1 



CMD3 



CMD 7 



Exit to Enter Request Prompt . 
Restart. 

AAI. Access Inquiry Programs. 
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Screen 3 



CMSIKG TICKET # 999010 For Renter SMITH* ROBERT* 

Total Charges 89-95 

iess Deposits 100,00 1 # Of Deposits 

■Less Amount Billed To 89,95 

Balance Due 10 . 05 REFUND 



.2 . 

:Se^tJ^enient 0£ Balaxicae Due 

iiaid -00 By Cash 

-0.0 By Check 
,00 By Credit Card 

:i:iEkLii ; > ? ■ - Cu5t# , A/R Description 

mil .00 To Cust# A/R Description 

vBill. .00 ■Name ■ . ... (Las t*First* ) TTL 

Attn • 

:Street . . 

City. "' ST Zip ■' 

Home.iPhone 000 000 0000 Office Phone 000 000 0000 
A/R Description 



Charge *00 To Account Unit # Desc - 

•Charge -00 To Account Unit # Desc ' 

;Ref und .00 By Cash _ Or Check 
ZxepH ■ 

Gradl^Exit . .Cmd2:«Cust List .Cmd5=lnternal Accts Cmd8=Deposits CmdlO^CC Appnirl 
Cind3=Restart Cmd4=ID List Cmd6=Callbk Detail Cmd9=ClosePnd Cmdll=CK Apprvl 



Screen 3 is broken down into 2 major sections. 

1 . Closing Ticket #: This section displays the Total Charges, the Number and Total Amount of all 
Deposits received. Amount to be Billed to a third party and the Balance Due. 

2. Settlement of Balance Due: This section requires the Payment, Billing Amount, Charge or Refund 
to be keyed along with the form of payment (Cash, Check, Credit Card, Bill to Customer Charge 
to Account). 



CMD 2 



Customer List. 



CMD 3 Restart. 

ID List. 



CMD 4 



CMD 5 



CMD 6 



Internal AcctsList- displays all account numbers available for use. 

Callback Detail, provides all callback information previously entered and allows for new 
information to be keyed 



CMD 9 



CMD 8 I Deposits, displays detailed record of all deposits received 
ClosePending 
CC (Credit Card) Approval. 
CK (Check) Approval. 



CMD 10 



CMD 11 
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Closing Procedure - Calendar Day 

Screen 3 - continued 



CTLOSING TICKET # 999011 For Renter SMITH* ROBERT* 

Total Charges 89-95 

Less Deposits -00 0 # Of Deposits 

Less Amount Biiled.To B9.95 Your Name** 

Balance Due Qo^QQ Refund 

Settlement Of. Balance Due 

Paid cTj)0 By Cas£^ 
,00 "By"check 
.00 By Credit Card 

Bill * 00 To Cust# A/K Description 

Bill ,00 To Ousts A/R Description 

.Bill vOO Name (Last^First-} TTL 

Attn • 



Street 



City - ST Zip \ 

;:Home.Phone 000 000 0000 Office Phone 000: 000 . 0000 
;:A/R Description 



Charge .00 To Account Unit # Desc \ _ 

Charge . 00 To Accau^t_ .=r^ «P!l^^ * T)^sc 

^Refund* ~ "O"^ ^ Check _ 
\J^^SL.L^!^^W^2^.^ 

Cmdl==Exit ■ ■ O Cmd5=lnternal Accts CindB=Deposits CmdlO=CC Apprvl 

^Cmd3=^Restart Cind4=^ID List Cind6==Callbk Detail Cmd9==ClosePnd Qndll=^CK Apprvl 

The total charges for this rental ticket are shown. There is also an amount that is to be billed to a third 
pany - Your Name. An amount due may or may not be shown 

^If there is an amount due, key the amount in the field before "By Cash " Key your 5-digit Employee 
Number. 

I 

^If there is a refund due, key the refund amount next to "Refund" and X cash. Key your 5-digit 

' Employee Number. 



ENTER I to accept the information and close the ticket. RALPH will receipt the cash you accepted 



from the customer and bill the third party. Your Name, for their amount. 
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Now, close the ticket from Exercise 3 - Open a Ticket, 24 hour 



On the EC ARS Training Menu Screen, key Option 5 and the Ticket Number |ENTER 
Screen 1 will appear. 

Section 1 - Closing Ticket # 



■■■ :.-:-Starf ' End , . ; 

l]^g-t^gi?iiljt.^:Rett^ - -'W.:'- ' • ■ - ' " - " ' : ' , :.Drop-. Charge , ■ «00; 



Address 



•Biiii^g'iBattas^^^^^ ; • ; : ;:Pr om •: pa t e • 0:0 0000 ; Time 0000 00 • 

M$ik^^:'^P^li-:} r : ;:i)at^ •OGdOOO Time.: 0000 :..aO, : 
•JPbxrfcionvio ::.fte ::B^ 

— -i:. f .-iTot al; ;Gha 'risres::-;:il.efi-s ^- ; DW v • :- ; ■ ^ Tax / Schg Mile age . :^ JDrop 

T\'%.''% ' ' ;2':::Hiflc:';;.^ -T; ^ ' \ ^ :'■ V: 'C*" . _ :Airp.ort "'.Access - 

•_:,;--::2..*::;:;^- OO :Beir :I>ay : Tax/Schg ": ■ :;!i(Kbty ;;To Exceed ; $ ' : - GO Per Day ) . \ 

2 -^^^^^^^ /.-HNot^;;:^^^^^ .,00 Total,),-- /: 

. • :4 ; Other : Amount: ■ S: •• , ' ■ 00 Desc r iption ■ • • V. .." " 

Cind4.^IB Ls t Cctd6==^CalIback Deta±:i : :Cmd7=:AAl ; ; CmdB^c cident : Rp t<[^d^=Cl ose ; Pendiri^ 



1 . Key Start and Ending mileage for each unit. 

2, Key an "X" in the selection field designating the unit returned to the renting branch. 

NOTE: To "Close Pend" a ticket the Date/Time, Mileage, and Last Location are the only pieces of 
information that are required. 



Press 



above screen. 



CMD 9 to "Close Pend" the 24-hour ticket. The following Pop-Up Window will appear on the 



.:v.;,ci.ose;::eendinG;:;;:i 






V: : ■/■CommeTit' • 


:Emp# 




: Do you ; Wan t : ; to : cal cula te : Charges /R^ ceip t Bepc 


jsits before pe 


nding? N 


/:.;V::Cnkii-iExit:.:^^^ • 







On the comment line, key "waiting for final payment" as the reason for Close Pending the ticket, 
key your Employee Number in the Emp# field. 



TAB RIGHT 



If you want to calculate Charges/Receipt deposits before pending the ticket, key Y- Yes (all daily charges 
on Screen #2 will appear). For this exercise, key N-No. 



Press ENTER to accept Close Pending information and return to the EC ARS Training Menu Screen. 
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Now, let's "unpend" the sdime 24 hour ticket previously pendcd. 



On the EC ARS Training Menu Screen, key Option 5 and the Ticket Number | ENTER 
Again, Screen 1 will appear. 

Section 1 - Closing Ticket # 

— — - — " .. 

CLMXNG TXCKKT# 060994 For Renter SMITH* BOBERT* . , , 

:■:^■■'ch■arges -End/.On :::.Dat^V.O^^ ' Time v 0950 .AM 

■Unitrf .-^^^^^ End- -VvUnit ■.■ ^r^Staxt^'. ^v' ■■■:£nd::: 



Last vUnit, Returned- Here X ... ■ Or To ' ■ ■■■■ -- 

Misc. Charges/Ref^dabl^^^ Expenses: _ (X if applicable) 



T^mount : To Be^C^ . • - 00 > : 



Bill To - {Y/H! : N Cust# 



Name . 
Address 
City_ 



St . Zip 



cur r Ext: 0 91.1 9 4 per [._ , 
•Maxv :;Arttt':i:^: 



ID/Attn 



From . Date 0822.94;: Time 0937; AM 
To ■ Date 091194; Tinie ^0950 , f 



.;:-:-:vOO 



::..OT^KEND -TICKET ' 



Cmd2^Gs t>Lst:;\;;- r^-;:::-;- ■ ■■ 
Cind4-ID Lfl t : :;Gmd6=Cal Iba ck Detail Cmd7=AAI Gmd8 



^Accident Rpt (^^|^^9=Un-Pend^^ 



Press 



CMD 9 to "Unpend" the ticket. 



Key your Employee Number in the Emp# field. Press [ENTER | to confirm that you wish to unpend the 
ticket. The EC ARS Training Menu Screen will return. 



Turn to the following page to close the 24 hour ticket as normal 
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Follow these steps to permanently close the ticket from Exercise 3 - Open, 24 hour. 



On the EC ARS Training Menu Screen, key Option 5 and the Ticket Number [ENTER 
Screen 1 will appear. 

Section 1 - Closing Ticket # 

1. Verify the Ticket # and Renter Name, 

2. Adjust the Date, if necessary, by keying directly over the information displayed. 



Section 2 - Mileage 

\i}Sx^ Start: J3472-.Bnd,135:5,0 ;- ■ 

^ ,: ' : 'Start;; ' ^ -End ; 

|;|:Wdb-$;!Cjib • ' : 'SURGHG \ - /BAY. 



1. Key the Starting and Ending Mileage for each unit. 

2. Key the Fuel Charge as designated by your Group. 

3. Key an "X" in the selection field designating the unit returned to the renting branch. 
Section 3, 4 and 5 do NOT require any information - there is no third party billing on this ticket. 



ENTER to accept information and advance to Screen 2. 



NOTE: You may see an error message requesting the mileage be confirmed. Because this is 
a training program, you may key an "X" in the selection field for mileage confirmation without 
updating any files. For everyday branch use - you must verify the mileage you keyed is correct 
before confirming that mileage. 



Page 9- 10 



Screen 2 



r 



ACCEPT (A) or RECOMPUTE (R)(^^A^ 
062394 Miles Hours Days 

.0842 AM # 2 

; 062 4 94 . 0 24.95 

OaOO:::AM $ 49,90 



Cradl=ExiC Cmd7=AAI 
Weeks Months Waiver PAI Special 

2 2 
9.00 1-00 
18.00 2.00 



:0.624:94 

OB 00 AM # 

;>iO:0;4v' AM ; $ 



Rate 2 



1 

32.99 
32.99 



1 

9.00 
9.00 



1 

1.00 
1.00 



oooooo 

0000 : . 

oooooo 



oooooo 

0000- 

oooooo 

TOTALS 



# 



Stircharge % 
Surcharge ; 



•00 

5v950 
: 4. .8 5 



.00 



82.69 



.00 



.00 



27 . 00 



3.00 



Gas 

Drop. 



7 , 00 Disc € 
.00 Misc 



0 % 

.00 Cmd3= Restart 



.00 

:12a^,.7:4 



Screen 2 breaks down each rate charged on the ticket- 
Key an "A" to accept the charges. Write down the charges on the rental ticket if available. 



ENTER to advance to Screen 3. 



CMD 1 



Exit to Main Menu. 



CMD 3 I Restart- 

CMD 7 AAI. Access Inquiry Programs. 
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Screen 3. Reference page 9-6 for full screen example. 



Section 1 - Closing Ticket Number 



I Cl^SIKQ -• •.For Renter SMITH* 'KOBERT* 

I . iTotar^i^Chaxges^-V.;^^^ 



The total charges are shown. This contract has a $200.00 credit card deposit. Normally you would refund 
by credit card. Just for this example, refund the customer by check! 



Section 2 - Settlement of Balance Due 

j^ettiiiCTiei^^^^ 

1 v-Bill;; ■j-'V: OA-^f^^ - . a/R -Description ■ • 

I /BillV".' CDO^ :Gtist# -" V .;:A/R "Description 

I .Bill/;.,}L: . 4:fOa^ n -vL-- - " (Last*Ei.rst*) ' TTL 

I' ■ 5;; ':-Atttt ; ■: • - 

t :.' v^V Street ' - ' - - 

I'-;" ^^■:V--';;vvCity'-',; ■ - j • ST Zip " 

^ :• : Home Phone 000 000 0000 Office Phone 000 000 0000 

1 ..<';;^'-'''':-';;A/"R-:'De3cription ■ ' ■ -■; •"■ 

1 y-; ::Charge ^S: 'M:-.^-0:^:. : ^To v Account . . . ^ ' Unit # Desc 

I y ^Charge^^;y>-^^-;.i:^; DO •'•iy^To;:: Account Unit # .Desc 

I - j^^ Check X 2 *]■;':':• ' ■ 



1. In the Refund field - key the amount to be refunded to the customer. 

2. Key an "X" in the Check selection field. 

3. Key your Employee Number. 



ENTER 



The following Check Refund Request screen will appear (see page 9-13). 
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Check Refund Request 



CHECK REFUND REQXTEST 



RENTER: SMITH* ROBERT* 
123 MAIN STREET 

ANYTOWN MO 63124 

Amount; 78,26 



Pay To: 

Gust # 999^99 
^ Name .SMITH* ROBERT^ 

Address 



123 miV STREET 



ANYTOWN HO 63124 OOOO 

2 Reason overpayment - $200.00 deposit. 

3 Special Instructions 

Hold Check - Customer will pick up. 



Cmdl==Exit Cmd7==AAI 

V 



The name and address of the renter will be displayed along with the amount of the refund. 

1. If the check should be made payable to another pany, key the information in the Pay To section. 

2. Key the Reason for the refund (overpaid, etc.). 

3. Key any Special Instructions (customer will pick up check, etc.). 
ENTER I to accept the information and close the ticket. 



CMD 1 



CMD 7 



Exit to Closing Ticket Screen 3. 
AAl. Access Inquiry Programs. 
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Close the ticket from Exercise 4 - Open a Ticket, Specials Use the following information. If you have 
any questions about a field, look back through the previous pages. 



3 day rental 

Unit returning to the renting branch 
Customer paying by check 



Congratulations! 
You have now successfully closed all three rental tickets you created. 
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EXERCISE 10 CA SH MA JWA GEMENT 

The Cash Management Option - Option 15 on the ECARS Training Menu - provides important 
information regarding Credit Card and Check approval procedures. It also includes a cash summary 
option that willallow you to balance the summary created while you opened and closed rental tickets in 
the previous exercises. 



On the ECARS Training Menu, key Option 15 1 ENTER| The following screen will appear. 
^ ■ ~ N 



CCRTL5-01 



CASH . MANAGEMENT 

1. .: Credit : Card Approval 
.2/ .Check Approval 
3* Cash Summary 




Cmdl-Exit Cmd7=AAI Cmdl2= Previous 

v_ 



Key Option 1 - Credit Card Approval | ENTER] . Carefully read the two screens displaying credit card 
approval "Things to Know". 



Do the same for Option 2 - Check Approval. Become familiar with the [CNID_lOj = CC Approval and 



CMP 1 1 1= CK Approval windows, then move on to Option 3 - Cash Summary. 



CMD 1 



CMD 7 



Exit to Main Menu. 

AAI. Access Inquiry Programs. 



CMD 12 Previous Screen. 
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OPTION 3 - CASH SUMMARY 



Key Option s for Cash Summary I ENTER I . The "Things to Know" screen will appear. Read it carefully, 
then press I ENTER I to advance to the Cash Summary Screen. 



..Employee ■# . 



Jl;-; ::: ^^S' kie-:;; iAdi^istinen t:' viliLnei v :0"00 0 ■ : 



; :3 v; <-:|-;Caa h/Ghe c klDepos it f^^ 



- ; :vA$ signed ■ • Cas b :v Boxx Amo unt ■ 
■;■ Chits' •;;;:td:.::be';:I^eijnburs«d ■ ' 

^)^'::Tot.^S^^:^c^ ■■ ^- to..vliepb s i t ' 



;0b; 



:T:0P; 



I 



Customer :# 



^Cmdl^Exit;^ Help 



The screen is broken down into 2 major sections. 

1 . Cash and Check Summary: This section allows you to select for review the cash and check entries made, 
make line adjustments and balance the summary and cash box. 

2. Credit Card Sununary: This section allows you to select for review the Credit Card transactions that 
have been made. RALPH generates the credit card deposits automatically each night. This section 
is NOT used for this exercise. 



CMD 1 



CMD6 



CMD 7 



HELP 



Exit to previous screen. 
Displays Petty Cash Screen. 
AAl. Access Inquiry Programs. 
Provides On Screen Help Text. 
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CASH& CHECK SUMMARY- Selection 1, CASH/CHECK REVIEW 



1 . Key your Employee Number 

2. Key an "X" in the Cash/Check Review selection field. 



I Line 

j-dool 

[0003: 

vm 



999S99 
99.9:99.9 
;9 99999 



D999O10 
099^9012: 
•0999611 



" .■5.V ■ 



6 

-Credit 
.: :2200 
100:^:00 

.5;o/oo 

:::;v;33;:99 
.00 



ENTER I The following screen will appear. 

~~~~\~T~ r "^^^ '^ 

Credit Other Other I 
2210 Acnt Amount 1 

. : .00 oooo : [yr^y.oo: \ 
. .00 V oooo : : L ..m 
. ■ . 00 .0000 :. vi^^^ 

,00 ; oooo .: "^r-^'v^^OiQ': 

.00 : 0aoo v;^^ .j^^ 



:.$ 



11 



12. 



TOTAL: 



:ie3:::99::: 



GPBR. PPGM . 



;;-;:Date 1.1/24/92 



:. Line • •■ - i 



This screen displays all cash and check transactions. Cash transactions are noted with a cash symbol ($) 
to the right of the dollar amount. 



1. Line Number. 

2. Customer Name. 

3. Customer Number. 

4. Document or Unit Number. 

5. Branch #. 

6. Credit Account 2200 Amount. 

7. Credit Account 2210 Amount. 

8. Other Account Number (any Account Number other than 2200 or 2210). 

9. Other Amount (corresponds to Other Account Number keyed in field #8). 

10. Total Cash. 

11. Total Checks. 

12. Cash/Check Summary Total. 

13. Gpbr Number. 

14. Summary Date. 

15. Line #. Key a line number in this field to automatically roll screen to that line. 



ENTER] to return to the Cash Summary Menu. 
Exit to Cash Summary Menu. 
AAI. Access Inquiry Programs. 



CMD 1 



CMD7 
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CASH & CHECK SUMMARY ^ Selection 2, MAKE ADJUSTMENT 



1 . Key your Employee Number. 

2. Key an "X" in the Make Adjus tment selection field. 



3. Key line number 2. | ENTER | The following screen will appear 



Cash Check :Coniment 
\'M$M O.v-:0 O'-; : 2 2 00 • •• 'pPGM 999999 I>?990i2 ' ' ■ X 



I : iTHX S : ORI GXNAL x LINE " WI LL BE AUTOMAT ICALLY REVERSED - . 

I ,::.SMITH^ :xi|:ROBB^^^^ 06/24 / 94 

I . :Sx:-:AttK^urit:|^ . <3PB : . Cust^# Document Cash Check Coinment 
I : 50 ;:00 '^■^■■^%'^-22ty0:<\ PPGM 999999 D999012 X ' 



'^ Cmdl-Return ; :C Menu Cmd7=AAl 



Thi^ screen allows you to make an adjustment to the Original Line Entry (marked cash but should be 
check, etc.) 

The New Line should be keyed EXACTLY ^s it should have appeared, originally. Do not key a reversing 
entry. RALPH will make the reversing entry and the correct entry. 

The example above shows a line that should have been receipted as cash, but was receipted as a check. 



CMD 1 J Return, to Cash Summary Menu. 
Return to Main Menu. 
AAI. Access Inquiry programs. 



CMD 3 



CMD 7 
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CASH & CHECK SUMMARY - Selection J, CASH/CHECK DEPOSIT 



- " ■ . ■ ^:Employee 01053 

' *:* : - GHEGK; SUMMARY 



I! 



l^^-<i^i3i-^ Box/:,, A,- 233-99___;3: 

Antpunt:; 100.00 

}^}M'(^^'&'^ '-^:-::\'T-'' ■ ■ Chit-s ;tC'>be.::;Heimbursed-;;v_ .'. • -S; 

Ch!lt3''' toiv Remain :■d_a;■B<^x■■.^:.;^^ 

'"Total, vChecks'^/to-.-Beposit/.;;. ' . 50 * 00_ 



[^amila^Exit ■^^- Gmd';;;^ Cash I!iCind7=!AAl. '/-Help . ■ , ; : , ; . ^. I 

1. Key your Employee Number. 

2. Key an "X" in the Cash/Check Deposit selection field. 

3. Key Total Cash Box amount. This is the total amount of cash in your box, including the assigned cash 
box amount. Assigned cash box amounts vary fi-om Group to Group. For this exercise, use the "Cash" 
total from the Cash/Check Review plus $100.00. 

4. Key Assigned Cash Box amount - $100.00. 

5. Chits to Reimburse. There are no chits for this exercise. 

6. Chits to Remain in the Cash Box. There are no chits for this exercise. 

7. Key the Total Checks to be Deposited. For this exercise, use the "Checks" total from the Cash/Check 
Review. 



ENTER I The screen will display a message verifying the cash and checks balanced and a copy of the 



Cash Summary will print from the Plainpaper Printer 



Cash Balanced 
Checks Balanced 



There are several other messages th at may b e displayed when balancing the cash summary. For a fiill 
display of error messages, press the I HELP I key. 
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